About NACE
MISSION STATEMENT:

To assist caterers in achieving career success by raising the level of
education
and professionalism of the catering industry.
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 and standards, to ethics and legislative
monitoring, NACE leads the way.

NACE Chapters: Your Involvement Begins At Home
When you join NACE, you instantly become part of a local chapter or a member-at-large.
NACE has over 40 chapters offering monthly meetings that feature nationally renowned
speakers, educational programs, idea sharing and networking. There is a chapter fee to attend
local events.
Through Chapter involvement, you'll have an opportunity to work on community service
projects and voice your opinion about issues that affect you locally and nationally. The NACE
Board of Directors and National Headquarters listen and respond to the needs, concerns and
suggestions of local chapters. Your chapter involvement is at the very heart of what NACE is all
about – learning, sharing, and growing.

Now It’s Your Turn
If you believe in your career and the catering profession; if you believe in the value of
education, networking, information and resources; if you believe that individuals can accomplish
more together than alone, NACE is for you. By working together, there are no limits to what we
can accomplish for our profession, our employers and ourselves.
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History and Overview
Written by Larry Osburn, CPCE, NACE Region 3 Vice President and National Historian, July
1998
NOTE: The following was information was obtained from recent interviews
with Vincent Definis and Helen Roberts CCE, Past National Board Members

The association of NACE (The National Association of Catering Executives), observed its
40th anniversary on June 3rd, 1998. The association, 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."
"After the war, many companies who had been involved in making products for war, had
to find another product to manufacture. This resulted in the industrial revolution. There were new
products created, resulting in the people selling these products having to travel and the beginning
of the sales meetings, as we know today. This coincided with the increase in air travel, which
meant that less leisure travelers were occupying hotel rooms for extended stays.
Hotels noticing the increase in revenue from business travelers began to set up sales
departments. They also began to create meeting and ballroom space especially for this
business."
"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 1518 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."
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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 Educational
Conference 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.
NACE has become an association of over 3000 members in more than 45 chapters in the
United States and Canada. However NACE continues to keep current with technology to benefit
its members and therefore the industry. The recent addition of the NACE web site at
www.NACE.net is an example of this. Members will have access to a vast world of resources to
benefit their careers and their professional development.
As NACE celebrates its 40th anniversary in 1998, 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.
_____________________________________________________________
Historical Addendum: 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.
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NACE Code of Ethics
J

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

J

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

J

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

J

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

J

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.

J

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

J

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 therefrom.

J

Members shall encourage promising persons to enter the profession of catering and to
grow therein to become the best in their chosen profession.
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NACE Membership Benefits
Industry Involvement
Not only does NACE offer members an opportunity to network with fellow catering
industry professionals. The Association monitors key issues affecting the industry and provides
properly insured and licensed off-premise caterers and suppliers with promotional materials
concerning food sanitation and safety. Through NACE, you are able to voice your opinion about
issues that affect you locally and nationally.

Educational Opportunities
In addition to the local chapter meetings each month, NACE holds two national
conferences each year. The Leadership Conference in January is designed to train chapter
officers. The Educational Conference in July is one of the largest events in the world dedicated
exclusively to the professional caterer and industry suppliers. Nationally recognized speakers,
chefs, catering and convention services professionals present a comprehensive educational
program. Exciting events showcase the best and brightest in menu planning, food preparation,
service, entertainment, event planning and décor.

Professional Certification
As education is one of the main goals of NACE, the association has developed the
Certified Professional Catering Executive (CPCE) Certification Exam, which is designed to raise
the standards of performance in the catering industry. NACE members who achieve the CPCE
status represent the best in the catering, convention services and event professions. Details
about CPCE criteria, study materials, test dates and locations, and exam fees are available from
NACE National Headquarters. More details can be found on the NACE website and in Section 10.

Foundation of NACE
NACE also has an educational foundation that provides funding for catering education,
catering research, and grants to colleges and universities offering catering courses and degree
programs. The Foundation of NACE was created by the parent association in 1985 to enhance
the education of tomorrow's catering professionals. More details on the Foundation can be found
on the NACE Web Site and in Section 10.

The NACE Catering Research Institute (CRI)
The CRI provides a research vehicle for catering professionals and a comprehensive
curriculum for individuals who wish to pursue catering and convention services as a career.
Research assistance includes menu development, salary surveys, event themes, legal issues,
data analysis, curriculum design and catering information as requested. Educational opportunities
include management training work experience, mentoring, curricula enhancement and
student/faculty scholarships. More details on the CRI can be found at www.cateringresearch.org
and in Section 10.

The NACE Website – www.nace.net
The NACE website is a primary source of communication with our members. The site
contains in-depth information and resource on membership benefits to conference information,
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chapter management tips to a career center, newsletters to important industry links, as well as
many local chapter sites. You can access your peers through the on-line member directory, as
well as download documents and registration forms for educational programs.

The Professional Caterer Newsletter
NACE members receive a bi-monthly newsletter highlighting the newest member benefits
and programs to grow your career. Read articles about the catering industry from education to
fundraising concepts.

Awards Program
NACE established an annual awards program to honor its members' highest
achievements and outstanding contributions to the catering profession. Winners are recognized
at a gala awards ceremony held during the Educational Conference, as well as through articles in
The Professional Caterer and industry press releases. More details can be found on the NACE
website and in Section 10.
Awards include:
Best Event Production
Catered Event of the Year
Best Theme Food & Beverage Presentation
Chapter Program of the Year (NACE Chapters only)
Best NACE Chapter Fund Raising Event (NACE Chapters only)
Spirit of NACE Award
Chapter Community Service Award (NACE Chapters only)
Chapter of the Year Awards (membership under 100; 100 & over)
Caterer Member of the Year
Affiliate Member of the Year
NACE Hall of Fame Award

Insurance
Through Quadrant Insurance, NACE offers members a comprehensive package
program, providing insureds with full liquor liability (with a host liquor component), all risk
business property, transit coverage, food spoilage, coat room liability, parking attendant liability,
loss of income coverage and general auto and umbrella liability. Event cancellation is also
available as an add-on. Go to www.nace.net for more details.

Annual Directory/Vendor Discounts
To enhance networking opportunities, members are listed in NACE’s online member
directory. Go to www.nace.net and click on “Member Directory.” To caccess, you must have
your NACE member ID. NACE has also negotiated with several suppliers to provide products and
services to members at special rates, including professional liability insurance, airline tickets and
car rentals.

Amazon.com
Through the NACE website, a selection of publications for the catering and hospitality
industry is available through a link to amazon.com. All you have to do is take a look at the list and
place your order – no time lost in researching what's available!
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Chapter President
RESPONSIBILITIES
J

Must be a Primary Member.

J

Must have served one term on the Board.

J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Monthly report to the NACE National Executives Committee and the local chapter.

J

Oversees the direction, financial stability, image and unity of the chapter.

J

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

J

Chair board of directors meeting, create agenda and send out at least one week prior to
board meeting.

J

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

J

Attend all Chapter President Council (CPC) meetings and the annual Leadership
Conference and Educational Conventions to represent the local chapter and submit a
written report to National prior to each Conference and Convention.

J

Serve as liaison between the local chapter and NACE National.

J

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

J

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

J

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

J

Complete monthly transmittal reports and confirm with treasurer and membership
director.

J

Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Vice President
RESPONSIBILITIES
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J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Must be a Primary Member.

J

Schedule locations for monthly meeting in conjunction with the Board and Program Chair.

J

Send out monthly invitations to chapter meetings.

J

Receive RSVP's from members and guests; confirm number of attendees with treasurer.

J

Handles contracts between the chapter and the hosting facility.

J

Coordinate menu (if necessary), AV needs and final attendance count with host property
or caterer.

J

Coordinates with Chapter Affiliate Representative for Affiliate member donations.

J

Manage meeting check-in for all attendees; work with Chapter Treasurer to coordinate.

J

Act as chapter president in their absence in accordance with chapter by-laws.

J

Submit a written report to the Board monthly.

J

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

Chapter Past President
RESPONSIBILITIES
J

Must have served as Chapter President.

J

Serve as Nomination Chair and coordinates installation of new officers.
President on succession planning for future boards.

J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Provide experience and guidance to the decision making process to the Board of
Directors.

J

Serve on committees as assigned by Chapter President.

J

Submit a written report to the Board twice per year.

J

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

Work with
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Chapter Treasurer
RESPONSIBILITIES
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J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Open to all Members.

J

Work with Chapter Vice President to coordinate meeting check-in table.

J

Collect money as guests check-in and give receipts.

J

Confirm number of attendees with Chapter Vice President and Host Facility; pay Host
Facility at end of meeting.

J

Monthly financial report to Chapter Board and National:
Monthly expenses, receipts, raffle monies and membership income, up-to-date record of
raffle income.

J

Yearly summary.

J

Work with entire Board to develop budget.

J

Balance bank statement with checkbook.

J

Receives mail for the chapter through post office box or other address agreed upon by
the Board.

J

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

Chapter Secretary
RESPONSIBILITIES
J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Open to all Members.

J

Take minutes for each board meeting.

J

Send minutes out to entire board within one week of
last meeting.

J

Has Board approve prior months meetings minutes at
each board meeting.

J

Notify and send reminders to all Board members about
Board meetings. (phone, fax, email)

J

Write thank you letters to host facility and all members
who provided or donated services for the meeting.

J

Maintain all NACE Correspondence.

J

Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Affiliate Representative
RESPONSIBILITIES
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J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Must be an Affiliate Member.

J

Acknowledges all Affiliates during the year.

J

Acts as liaison between the Affiliate members and the catering membership.

J

Confirms with Chapter Vice President the Affiliate members who will be donating or
providing services for monthly meeting.

J

At the meeting, announces the Affiliates who have donated or provided services for the
monthly meeting.

J

Forwards above information to secretary for formal thank you letter.

J

Attends Leadership Conference and Educational Convention as a representative of the
chapter.

J

Reports to Affiliate membership - through newsletter or verbal report - on National
information.

J

Plans the Affiliate showcase or “Monthly Meeting Spotlight” with the Program Chair. Point
of contact for all participating Affiliate members.

J

Submit a written report to the Board monthly.

J

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

Chapter Membership Chair
RESPONSIBILITIES
J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Open to all Members.

J

Develop and implement an ongoing membership retention and recruitment campaign for
NACE.

J

Develop a committee of members dedicated to membership growth.

J

Provide programs to support the chapter and enhance the effectiveness of the chapter.

J

Promote membership drives.

J

Correspond with prospective members.

J

Follow up with guests from monthly meetings.

J

Correspond with National Office Membership regarding new members, renewals and
prospective member.

J

Liaison with hospitality chair regarding new members at monthly meetings.

J

Verify membership list received from the National office and advise of new members if
not recognized in a timely matter.

J

Communicate to National membership roster changes via Membership Update Form:
new address, name, business, phone, fax, e-mail and any other changes.

J

Call new members and welcome them.

J

Call dropped members and cancelled members in an effort to re-recruit.

J

Introduction of new members at monthly meetings.

J

Submit a written report to the Board monthly.

J

Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Program Chair
RESPONSIBILITIES
J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Open to all Members.

J

Work with board to establish a budget for speakers and ways to generate revenue.

J

Develop committee to assist in planning and executing meetings.
Work with entire board to establish a selection of diverse and interesting speakers,
including but not limited to motivational, marketing/sales, management, customer service,
and catering related issues. Choose appropriate programs that can be presented in an
effective manner.
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J

Coordinate with Hospitality Chair on guests attending so
introductions can be arranged.

J

Submit the speaker's bio and/or program information to
newsletter.

J

Confirm equipment needs with the speaker and coordinate with
Chapter Vice President.

J

Welcome speaker at the meeting, introduce to board members.

J

At the time of the program, give speaker introduction followed by a gracious thank you.
Generate applause at the end of the presentation.

J

Monitor and facilitate all programs.

J

Follow up with Chapter Secretary for thank you letter to speaker.

J

Submit a written report to the Board monthly.

J

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

Chapter Newsletter & Web Site Chair
RESPONSIBILITIES
J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Open to all Members.

J

Publish a monthly newsletter to send to all NACE members and prospective members.
Encourage members to write an article on a subject with which they are knowledgeable.
Many chapters send their newsletter via e-mail. This is a cost effective way to get news to
your members!

J

Collect or find articles and press releases about relevant trends or information in the
industry to publish in the newsletter. Send to web master for inclusion on chapter
website.

J

Include monthly meeting announcements in newsletter and on website.

J

Publish current news about members: new job, promotion, wedding, baby…

J

Correspond with President and Membership chair on membership roster: keep current
names, address, new members, dropped members and visiting guests (3-month max).

J

Produce local directory of members.

J

Coordinate
with
other
board
members: Letter from the President,
Program Chair for speaker and
program news, Affiliate News, Vice
President on next host location (and
theme, if applicable) as well as
upcoming dates and host locations.

J

Web site:
•
Include each month: dinner
information
with
host
location, address, phone, fax,
web address of host location
and
information
about
speaker with bio and web
address if noted.
•
Publish recap of last meeting and names of businesses & members who donated
or provided services.
•
List upcoming meetings and locations.

J

Submit a written report to the Board monthly.

J

Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Historian Chair
RESPONSIBILITIES
J

Represent the membership at
all
Local and National Board Meetings.
.
J

Open to all Members.

J

Maintain all pictures, videotapes of monthly meetings, programs, Leadership Conference,
Educational Convention and any other NACE chapter involvement.

J

Hold all library resource material: CRI, Foundation, Chapter Awards or Submissions, and
any purchased material.

J

Chair the Award Submissions Program for Chapter entries into the National Awards
Program.

J

Keep copies of monthly newsletter and invitations.

J

Submit a written report to the Board twice per year.

J

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

Chapter Hospitality Chair
RESPONSIBILITIES
J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Open to all Members.

J

Greet guests at sign-in table (make sure to get a business card) and make them feel
welcome and comfortable.

J

Introduce guests to individual members and membership chair.

J

Makes sure guests are seated with other members.

J

Introduce guests at meeting and allow them the opportunity to tell members about their
business.

J

Provides closing annoucements: invitation for next meeting, thank you's to all appropriate
participants, etc.

J

Provides names of guests to membership chair for follow-up.

J

Sends thank you notes for attending and expressing an interest in the Association.

J

Call guests who have not attended in awhile.

J

Submit a written report to the Board monthly.

J

Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter PR & Media Relations Chair
RESPONSIBILITIES
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J

Represent the membership at the Board meetings and all other local and National NACE
meetings.

J

Open to all Members.

J

Interact with media to provide information on chapter activities, meetings, fundraisers and
members.

J

Maintain and update media list and contacts to include local, regional and national print
and electronic media.

J

Prepare and submit press releases and calendar listings on NACE monthly meetings and
programs.

J

Prepare and submit press releases (with photos) after each Leadership Conference and
Educational Convention.

J

Prepare and submit press releases (with photos) after each Chapter election.

J

Prepare and submit press releases on NACE activities as requested.

J

Submit a written report to the Board monthly.

J

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

Recognizing Outgoing Officers and
Committee Members
Each time there is a change of officers, directors and committee members, it is important
to recognize and thank each person for their contributions to the chapter.
Please note that the following information is a general script for your reference. It can be used verbatim, or as a guideline
to develop a presentation for your specific chapter.

Thank you gifts are recommended. Your board and committee may receive the same gift
or you may choose to give your executive board something a little different. Plan on giving your
outgoing president an additional gift or something a little extra special.

EXAMPLE of Recognition and Thank You Program
Outgoing Officers, Directors and Committee members
It is appropriate that we hold this year’s installation and recognition of our outgoing board
at (Host Location) because our chapter’s outgoing board of directors really encompassed many
things during their term.
As we call your name, please step forward and stand to the side until we have finished.
We ask everyone to please hold your applause until all members we are recognizing have been
called.

Historian – (member name)
Thank you for your diligence in gathering the chapter history during your term and
monitoring us along the way!

Public Relations – (member name)
You helped promote our chapter meetings through the newspaper, newsletter and web
site. We all appreciate your media savvy.

Newsletter – (member name)
Your positive attitude and willingness to help is a huge asset to our chapter. We thank
you for taking on this big task with such heart.

Affiliate Rep – (member name)
Always anxious to be involved, you helped create excitement about the educational
conference and communicated with the affiliates about National issues. With the help of your cochair, (member name), you ended your term with a great Affiliate showcase!

Membership – (member name)
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For those of you who joined this past year, I am sure you appreciated (member name)
soft sell and common sense approach. (member name) co-chaired this position and we could not
have two more valued members. They are a great reflection of our Chapter.

Programs – (member name)
The heart and soul of our chapter, (member name) has done a fantastic job with a
variety of programs and information. It was one of the reasons attendance has been strong each
month.

Hospitality – (member name)
There is nothing more frightening than being ‘new’ and not knowing a soul in the room.
(chapter name) NACE was fortunate to have (member name) as our warm greeter at our
meetings. With the help of co-chairs (member name) and (member name), they helped to
create an environment for new guests that we can be proud of.

Treasurer – (member name)
Always sitting at the registration desk with a smile on her face, (member name) counted
and balanced our checking account to the last penny, despite the fact that she had a busy year
personally! Your professionalism and wonderful attitude is a benefit to our chapter.

Secretary – (member name)
Who was there? What did we say? Who will do what? Thanks to (member name) we
have those answers, usually overnight! I do not believe our chapter has had a more diligent
secretary who participated with such excitement and is always willing to help.

Vice President – (member name)
(member name) also has a warm greeting and smile when we arrive each month. Your
ideas and suggestions were always very valued, and we thank you for your wonderful insight in
arranging these great meeting places for us each month.

President – (member name)
With your guidance and leadership, this past year has been (chapter name) NACE best!
Thank you for all you have done, the time you have devoted to help our chapter grow and to stay
strong. We look forward to your continued guidance as you move into the role of past president.
Please extend a generous Thank You to our outgoing officers, directors and committee
members! (They can now be seated)
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Standard Installation
(Chapter) NACE INCOMING (year - year) BOARD OF
DIRECTORS and Committee Chairs
It is important that you do an installation, and that you hold this on a regular dinner
meeting night. However, it does not have to take the place of a regular meeting but can be a
planned section of the business meeting.
Please note that the following information is a general script for your reference. It can be used verbatim, or as a guideline
to develop a presentation for your specific chapter.

At this time, we would like to announce the incoming board of directors and committee
chairs. Please come to the stage as your name is called and remain here until everyone has been
announced. (some chapters present a rose or other flower to each incoming member.)

Public Relations & Media - (member name)
Historian - (member name)
Membership - (member name)
Hospitality Chair - (member name)
Newsletter / Web Site Chair - (member name)
Programs Chair - (member name)
Affiliate Rep Chair - (member name)
White symbolizes zeal, purity and perseverance. We trust that each of you will discharge
your duties with this zest and perseverance for the betterment and advancement of NACE and
our chapter.

Secretary - (member name)
Red is the symbol of vigilance and alertness, and we entrust these qualities to you as you
maintain and encourage the pulse of communication and record keeping for our chapter.

Treasurer – (member name)
Green is the symbol of growth and prosperity, and serves as a constant reminder of good
fortune and diligence, which we entrust to you on our behalf.

Vice President– (member name)
Blue is the symbol of loyalty and friendship. We entrust these qualities to you, as you
maintain the traditions of excellence within our chapter.
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President – (member name)
The color gold has been held in high esteem for centuries, a symbol of value, honesty
and sincerity. We stand ready to support and assist you as you carry on and set goals for our
chapter to reach.
Please face the audience, hold the rose in your left hand, and raise your right hand:
"Do you, on behalf of the (chapter) NACE, swear to discharge your respective duties with
diligence, dedication and professionalism: to work together as our governing body as a
team with sincerity and good humor, and to uphold the bylaws, charter, goals and ideals
of this association with vision and commitment to the best of your ability?"
If so, please answer I WILL.
And to our members and guests here this evening:
"Your elected officers and committee chairs have now made a commitment to fulfill their
responsibilities, but their goals cannot be met single-handedly. They need each of you to
help. By your attendance and enthusiastic support of (chapter) NACE and nationally,
your leaders can achieve success at the highest level."
Please join me in a warm round of applause in greeting your new Board of Directors and
Committee Chairs!
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NACE Installation – The Wizard of Oz
Theme
(includes Recognition and Thank You of Outgoing Board and
Committee Members)
Please note that the following information is a general script for your reference. It can be used verbatim, or as a guideline
to develop a presentation for your specific chapter.

Theme Recommendations:
J
Write the menus on the yellow bricks
J
Centerpieces - Decorate with anything relating to the movie
J
Have photos taken with caricatures from the movie
J
Stage set with a castle background or the wizards curtain.
J
Ask the wait staff to dress in caricature.

YELLOW BRICK ROAD – Historian
Once Glinda tells Dorothy that she has to go see the Wizard of Oz in order to return
home, Dorothy says to her, "But how do I start for the Emerald City?" Glinda tells her while
pointing with her wand, "It is always best to start at the beginning. And all you have to do is follow
the Yellow Brick Road." Dorothy and Toto begin their journey along the Yellow Brick Road to
meet the Wizard.
As (your chapter name here) NACE continues our journey we can look back on the road
we created with the help of our Historian, (Outgoing member name).
(Incoming member name) will continue to gather our present and future events so we can
look back on how far we have come.

GREAT WIZARD OF OZ - Programs
From the first time his name is mentioned we know that the Wizard of Oz is a great and
powerful wizard whose existence is shrouded in mystery. All the Munchkins bow deeply at the
mention of his name when Glinda suggests that Dorothy will have to travel to the Emerald City to
meet the Wizard of Oz in order to return home.
Our program chair(s) (outgoing member names) were the people behind the NACE
Curtain. Their wizardry was to plan our programs that provided insight, knowledge and educated
us on a variety of subjects.
(Incoming member names) will be our new committee who will unveil original and
creative new programs in the months ahead.

THE MUNCHKINS - Hospitality
Dorothy got much jubilation from the Munchkins for having killed the Wicked Witch of the
East. While in Munchkinland, Dorothy is honored by the Mayor, the Coroner, the Town Crier, the
Lullaby League and the Lollypop Guild for this miraculous feat:
"We thank you very sweetly for doing it so neatly,
Ding-Dong the Witch is dead! The Wicked Witch is dead!"
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We want to thank our hospitality committee (outgoing member names) for greeting our
visiting guests with such jubilation. They also did it just so sweetly as the Munchkins, and we
welcome our incoming Munchkins (incoming member names) as our new Hospitality Board.

RUBY RED SLIPPERS – PR
The Ruby Red Slippers were very powerful, but Dorothy doesn't find out until the very
end of her journey that the Ruby Slippers had the power to take her home the moment they were
placed on her feet. Until then, the shoes carried her on her journey to the Land of OZ on the
Yellow Brick Road.
(Outgoing member name) is the Ruby Red Slippers for our chapter – he/she is the
powerful pen that gets us the publicity that our chapter deserves. He/She carried our
accomplishments and news to the local media.
(Incoming member name) has chosen to wear the shoes and will continue to take (your
chapter) NACE on an adventurous journey to the local media.

TIN MAN – Membership
The loveable character who just wants a heart. He sings to us:
(Everyone joins in!!)
When a man's an empty kettle, He should be on his mettle
And yet I'm torn apart, just because I'm presumin'
That I could be kind-a-human
If I only had a heart!
Our membership committee (outgoing member names) were our Tin
WOMEN/MEN! This committee not only has heart but lots of GUTS too!
They were a well-oiled machine - RUST is a four-letter word to them. They kept our membership
strong.
We look forward to our new membership committee (incoming member names) who will
keep themselves oiled and ready to go walk the Yellow Brick Road.

EMERALD CITY - Newsletter
The Emerald City was the home to the Wizard of Oz. In order to meet the Wizard,
Dorothy had to travel from Munchkinland, along the Yellow Brick Road, all the way to the Emerald
City.
Our newsletter, with the help of (outgoing member name) is our Emerald City. It has
sparkled with beautiful articles, showed us the brilliance of our past meetings and shimmered with
excitement of what is ahead.
(Incoming member name) will now continue to make it shine.

RAINBOW - Affiliate Rep
After her house lands in Oz, Dorothy slowly proceeds to the door and opens it. She now
enters the colorful and magical Munchkinland and says to her dog, "Toto, I have a feeling we are
not in Kansas anymore…. We must be over the rainbow!"
Our Affiliate Rep (outgoing member name), has represented the NACE Affiliates
members by displaying their rainbow of colors to the entire membership, and showing us that
there is a pot of gold in being a NACE Affiliate member.
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(Incoming member name) will continue to open the door and expose the colorful world of
NACE to the Affiliate members.

SCARECROW – Treasurer
As Dorothy starts her journey down the Yellow Brick Road, she first
makes friends with the Scarecrow. The Scarecrow decides to accompany
Dorothy on her journey to meet the Wizard of Oz in order to ask him for a
brain. It is ironic that the Scarecrow would need brains because it was his
quick "thinking" that helped Dorothy and her friends out of many
predicaments.
Our treasurer (outgoing member name) has lots of brains! And the
Checkbook too! Without his/her help, we would be in quite a few
predicaments ourselves!
(Incoming member name) will now be the brains of our chapter and accompany our new
President on our journey.

LION – Secretary
Courage was the virtue which the Cowardly Lion wanted to
obtain from the Wizard. However, what we learn at the end of the movie
is that the lion had courage all along!
Our Secretary (outgoing member name) had the courage to
take on this position. With her diligent note-taking she was off and
running with the responsibility.
Our new Secretary (incoming member name) will roar in this
position and assist with chapter duties.

TOTO - Vice President
The importance of Toto: When the Wicked Witch of theWest first meets Dorothy she is
very upset that Dorothy has killed her sister and is wearing the Ruby Slippers. It's during this
meeting that the Wicked Witch of the West furiously says to Dorothy, "I'll get you my pretty, and
your little dog, too!!"
Fortunately for Dorothy, the Wicked Witch of the West is unable to remove the shoes
from her feet. Toto doesn't miss the opportunity to escape again from the Witch's castle by
jumping from the drawbridge and landing on the other side. At this point, Dorothy exclaims this
infamous line "Run, Toto, Run!"
(Outgoing member name) is just like Toto. The Vice President is very important to
NACE. Our VP is opportunist as well. He/she is due the credit for coordinating and planning
months in advance with our host facilities and then gathering RSVP's for the dinner meetings.
(Incoming member name) is our incoming Vice President. He/She will be given the reins
and we can shout " Run, Vice President, Run!"

DOROTHY - President
Dorothy Gale is the young girl from Kansas who is swept away by a powerful tornado to
the magical Land of Oz - a place somewhere over the rainbow. Dorothy is both enchanted by the
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beautiful Land of Oz and fearful of it as well, especially when she encounters the Wicked Witch of
the West and the mysterious Wizard of Oz.
"There's no place like home; there's no place like home; there's
no…"
Well, NACE can be a powerful force as well and but
perhaps a little overwhelming at first to new members. However
(outgoing president name) looked ahead, saw the rainbow at the
end, and welcomed the visitors she encountered along the way.
(Incoming President name) will now face the NACE Wizard
and throughout her term will repeat the words "There's no place like
NACE; there's no place like NACE; there's no…."
To Incoming Board and Committee Members:
Please face the audience and raise your right hand:
"Do you, on behalf of the (chapter) NACE, swear to discharge your respective duties with
diligence, dedication and professionalism: to work together as our governing body as a
team with sincerity and good humor, and to uphold the bylaws, charter, goals and ideals
of this association with vision and commitment to the best of your ability?"
If so, please answer I WILL.
And to our members and guests here this evening:
"Your elected officers and committee chairs have now made a commitment to fulfill their
responsibilities, but their goals cannot be met single-handedly. They need each of you to
help. By your attendance and enthusiastic support of (chapter) NACE and nationally,
your leaders can achieve success at the highest level."
Please join me in a warm round of applause in greeting your new Board of Directors and
Committee Chairs!
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NACE Installation – Golf Theme
(includes Recognition and Thank you to outgoing Board of Directors
and Committee Members)
Please note that the following information is a general script for your reference. It can be used verbatim, or as a guideline
to develop a presentation for your specific chapter.

Theme Recommendations:
J
Hold at a Golf Country Club
J
Write the menu on the score cards
J
Centerpieces - Decorate with golf clubs, tees, ball
markers and sod
J
If guests are self-parking, have a golf cart available
as valet service.

THE MASTERS * PEBBLE BEACH * CYPRESS * (C.C.
HOSTING DINNER) We all know these names. When you hear them, it creates
an image in your mind.
That is what our Publication Committee does for all of us.
Our outgoing PR, (outgoing member name) put the word out about NACE. You may have
seen write ups in the local papers talking about our next chapter dinner meeting, the NACE
Conventions and fundraisers.
Our incoming PR, (member name), will continue to promote (chapter) NACE as THE
course you want to get on and play.

CADDIE
A caddie's job is to inform the golfers of their lie, distance and position of the pin so the
golfer can then choose the right club and hit their best shot.
That is what our Affiliate Representative does for all the Affiliate members in our
chapter. Just as the caddie assists the golfers, (member name) assisted the Affiliates in helping
them get the most out of their membership.
(Member name) has done a fantastic job and will be turning his/her notebook over to
(member name). We are excited to have him/her join us on the course as our new Affiliate
Representative!

THE CLUBHOUSE
Walk through the halls of any great clubhouse you will see photos, articles and trophies
of the great golfers who have played here.
Our Historian (member name) has been responsible for our chapter's
archives. We can look back and see what great accomplishments we have
achieved and the members who have participated in our chapter's history.
(member name) will now be in charge of collecting our chapter's memories
so future (chapter name) NACE members can see who has come through and played here.

PLAY GOLF!!
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Before you begin to play, you have to check in with the starter.
At NACE, we have our own starter(s) (member names) as the Membership
chairperson(s). Just as the starter lets you go and tee off, our membership chair counts you in as
one of the members and makes sure the clubhouse (or in our case NACE National) has
accounted for you.
(members names) will be taking over this position and they are ready for the next tee off.

PAR FOR THE COURSE
Before you play the next hole, you look to see what the par and yardage is. This helps
you determine what club to use.
Our outgoing Hospitality Chairs, (member names) did just that with the guests visiting
NACE.
They have done an outstanding job introducing them to members and
answering questions about our chapter and NACE in general. They made sure the guest felt as if
they had pared the hole when they left that evening.
(members names) will be taking the clubs now and we look forward to a dynamic (player,
twosome, threesome or foursome) on this course.

SCORECARD
In the game of golf you need to keep track of your score, otherwise you will never be able
to tell how much you have improved.
Just as important is our own scorecard, The Newsletter.
With the help of (member names), we are under par for this tough course. Their hard
work on our fabulous newsletter lets our members stay updated on everything from member
profiles to NACE news and future dinner meetings.
We could not be happier that (member names) have joined this club and are ready to
play the next 18 holes!

EAGLE
If you score 2 under par, it is called an Eagle. That's a great shot!!
Our chapter has scored an eagle on every hole with our Program
Chairs (member names). They have kept on playing and have given us
excellent and exciting programs at every meeting.
We look forward to (member names) chairmanship and seeing his/her
low score at the top of the leader board!

THE MARSHAL
A marshal patrols the course to keep all golfers on track, enforcing rules and ensuring
that play is not too fast or too slow.
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That what our Secretary does. (member name) diligently kept track of minutes from each
meeting, and sent out copies to keep all board members, as well as keep those not in attendance
abreast of what they may have missed.
(member name) will be taking the cart keys and now start to watch the course.

SKINS GAME
Playing for money has always been a part of golf, and the annual skins tournament is just
that. With each hole not won, the money carries over to the next hole.
Our outgoing Treasurer (member name) has been keeping the pencils sharp and
keeping track of our checkbook. With the tremendous increase in our membership, we are at an
all time high.
(member name) will now be keeping score and ready to sign the winners check.

TEXAS SCRAMBLE
A scramble format is when all members hit their drives, and then continue to play the hole
from the location of the best shot each time.
The Vice President's job is the same. Everyone has been playing from (member name)
excellent drives. His/Her arrangements for the host location, menus and tracking of RSVP's have
made for a fun tournament.
We can now look forward to seeing (member name) hitting those long drives.

A HOLE-IN-ONE
A hole-in-one is every golfer's dream! It doesn’t get much better than that, including the
excitement that is generated throughout the crowd!
That is exactly what we have had in our President (member name). His/her leadership
and guidance have made this one of the fastest growing chapters and he/she has filled the board
with excitement about NACE - which has spread through the entire membership.
(member name) will be taking lessons from this professional and will continue to keep the
game and spectators energized.
Incoming Board and Committee Members:
Please face the audience and raise your right hand:
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"Do you, on behalf of the (chapter) NACE, swear to discharge your respective duties with
diligence, dedication and professionalism: to work together as our governing body as a
team with sincerity and good humor, and to uphold the bylaws, charter, goals and ideals
of this association with vision and commitment to the best of your ability?"
If so, please answer I WILL.
And to our members and guests here this evening:
"Your elected officers and committee chairs have now made a commitment to fulfill their
responsibilities, but their goals cannot be met single-handedly. They need each of you to
help. By your attendance and enthusiastic support of (chapter) NACE and nationally,
your leaders can achieve success at the highest level."
Please join me in a warm round of applause in greeting your new Board of Directors and
Committee Chairs!
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Running a Power Meeting
By Jerry Edwards, CPCE and Marla Evel

1. Inspire your board by being prepared for your board meetings.
J
J

In advance of the meeting, do the following:
Identify the issues and tasks at hand. What is the purpose of the meeting and what
preparation is necessary?
Prepare a draft of the agenda; circulate to the board for their input, additions, etc.
Prepare the final agenda, making sure that you:
-place motions in the proper order
-place reports in the proper order
-distribute the agenda in advance
-assign times for each agenda item
Plan the meeting
-by identifying the hot topics, issues, and tasks in advance, you have the
opportunity to work on building consensus before the meeting
-determine the length and tone of the meeting in advance
-hold your meeting in a place conducive to conducting business

J
J

J

2. Run the meeting using Parlimentary Procedures
J
J
J
J
J
J

start on time
use Robert's Rules of Order – have a working knowledge of them
judiciously use your role as Chair
keep the board on track with the agenda items; another words, stick to the topic at
hand
keep to the times noted on the agenda; if a problem arises with a time allotted to an
agenda item, note this to the board and decide if the discussion should be tabled for
another time or continued at present.
at the end of the meeting, set up the next meeting date.
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Top Ten Rules of Order
1.

Don't let the rules get you down. Many meetings run smoothly with informal use
of rules.

2.
3.

4.

Disagree without being disagreeable.
The Chairman runs the meeting. Its important to have a skilled chairman who
knows how to chair a meeting, not just someone who is has seniority or who is taking their
turn.
Close Debate by Unanimous Consent. Move the Previous Question; the motion
to close debate requires a 2/3 standing vote. All of this takes time, which you were trying to
save by closing debate. Ask the members if it is their desire to close debate. If there is no
objection, debate can be closed by unanimous consent without a vote.

5.

6.

Use a counted vote to approve a project. In a small organization, you might
use a voice vote or consensus to make most decisions, but a counted vote can be helpful. If
you are planning a project, those members who raise their hands in favor of the motion
should be expected to show up and participate in the project.
Voting is important. Even if a meeting uses informal rules, its important to ensure that
each member's vote is properly counted. For close votes and elections by ballot, you'll need
someone familiar with parliamentary procedure.

7.

Use a qualified Parliamentarian. In a large meeting or convention, make sure
someone who knows parliamentary procedure is at the podium to assist the Chairman. This
person should be a Registered Parliamentarian (National Association of Parliamentarians) or
a Certified Parliamentarian (American Institute of Parliamentarians) and not a member of
your organization.

8.

Use the right parliamentary book for your organization. If you decide to
buy a book on Parliamentary Procedure, check to see if your Chapter bylaws specify a
source. If it specifies Roberts, get a copy of Roberts Rules of Order, Newly Revised, 10th
Edition, 2000 or Robert's Rules in Plain English by Doris P. Zimmerman published in
September, 1997. However, if it indicates another authority, you can search for it via the
NACE website through our partnership with Amazon.com.
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9.

Every meeting is a partnership between the leader and the
participants.

10.

Your meeting should enforce the will of the majority while
protecting the rights of all members.

11.

For more information visit the Members Only section of the NACE
web site.

SAMPLE - NACE Board Meeting Agenda
Date____________

Location__________________________

Adjournment Secretary:
Minutes from last month

President:
National News
Convention Attendee - 3 minute presentation w/ handouts Sept. meeting
Seminar, food, props, décor - Visual to show
Review NACEPLAN - membership to discuss in detail
Marketing & PR
National recognition
Promoting our products - CPCE, CRI, Web Site, Foundation, QIM Insurance,

Vice President:
Report
Locations
What has been confirmed and what is currently tentative
Any Requirements for program at these locations

Treasurer:
Report
Rebate transactions
Raffles YTD

Affiliate:
Report - Affiliate Showcasing
Raffle donation status

Membership:
Report
Update Listing - membership Book from National
NACEPLAN - help emphasize what we are all about
Chapters * CPCE * Web Site * Awards Program * Foundation * CRI
QIM Insurance * Leadership & Education Conferences * Business partners

Hospitality:
Report
Visiting guest, members who have not attended in awhile - postcards
NACE benefits
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Programs:
Report
Requirements for program from host facility
Listing of what's planned in the months ahead
January Speaker suggestions - motivational, networking, teambuilding…
July meeting - too long - 20 minutes MAX

Newsletter:
Report
Everyone's E-mail listed & correct? Confirm at sign in.
Professionalism - Layouts, font, paper type & articles.
Credibility - back up facts & quotes.

PR:
Report
New board - promote within your chamber & use NACE Logo
I.E. Affiliate of the month award
NACE website - submit monthly information

Fundraiser:
Report - Holiday Party - where
THEME____________________________________
National Award

Ethics:
Report

Old Business
Installation in October
- All outgoing & incoming Board and Committee present at meeting

New Business
Leadership Conference
Attendees: President / Affiliate Rep / Membership / Programs…
Awards - Educational Conference - Chapter of the year Committee
Next, board meeting ___________________time_____________ at ______________________

Adjournment
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SAMPLE - NACE Board Meeting

Minutes

CHAPTER NAME
MINUTES
DATE
The (insert chapter name) met on (date) at (location). The meeting was called to order at (insert
time) by (insert President's name.)
Attendees:
List board members
Absent:
List board members
Visitors:
List names

Secretary – Minutes of the previous meeting are approved (or accepted as corrected)
President
J
J
J
J
J

Regional Meeting to be held on May 21 & 22 at the Sheraton Cerritos, Sybil and
Patty are scheduled to attend. Anyone else that wishes to attend contact Linda.
The chapter will pay the registration fee of $50.00.
Critique Cards - some complaints about last months meeting regarding food
quality.
Considering that 17 non- registered guests showed up at the door made it
difficult for the staff to accommodate.
Maria McCarthy was nominated Affiliate of the Month.
New board meeting system - each board member has 10 minutes to give their
report - this should cut down the length of the meeting to 2 hours.

Vice President
J

J

J
J
J
J

July Progressive Dinner - not heard back from Casa Sirena to finalize the
location for dessert. Possible alternates are Yolanda's or Front Street. Putting
together a quote for transportation between sites - it will run approximately
$20.00 per person for Limo Service or $200.00 for a School Bus which holds 50
adults or a Charter Bus for $450.
A handout will be distributed at the April NACE meeting asking members which
service they prefer. President will make an announcement from the podium.
Price for progressive dinner: Limo $50.00 Bus: $35.00. Finalized at the next
Board Meeting.
Transportation provided to April Meeting in Santa Barbara for $15.00 per person.
Maria McCarthy will have sign-up sheet. Limo leaving Newbury Park at 3:30 p.m.
The remainder of locations for the year is complete
Raffle monies for April Meeting $375.00 - split with Tangeray
Great turnout at last months meeting: 68 registered, 17 walk-ins
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Treasurer
J
J
J
J

No report for March
Payment of florist: invoice was turned in to Margarita - she will issue check.
2 rebates checks from National for new membership and renewal $390.00 and
$490.00
Handed out Proposed Budget for 2000

Affiliate
J

Raffles Prizes are doing well - need more prizes - contact Beverlee.

Programs
J
J
J
J

May Meeting at Wood Ranch Country Club - Speaker: Peter Jordano
August Meeting at Plug Nickel will be the Convention Recap
October Meeting - Beverlee's Place
Program: Marc Bachrach Hypnotist Fee: 3 people $50.00 each plus

Newsletter
J

Updated Membership Roaster

Membership
J
J
J
J

J
J

Total Members 68
Promotional Packages have been sent out. Possible new members: 2 events
planners, 1 caterer, 1 makeup artist, 1 new facility (Lindero Country Club)
Dave requested that Hospitality give the names or business cards of all the
guests attending the monthly meetings to Membership for follow up.
It was recommended that James Hickey add to the Membership Roaster a
referral list for guests - the guest's name will remain on this list each month they
attend (not to exceed 3 months) this might give the guest an incentive to come
back again. This will also give membership an in to contact them. Their names
will also be listed in the Newsletter.
Beverlee mentioned that she talked with Mike Visser from Casino Knights and
that he is interested in joining NACE.
Dezireen is no longer with Provence at the Westlake Inn - follow up on
provisionary membership with WLVI

Public Relations
J
J

Releases on upcoming meetings have been sent to newspapers. Our listings are
in the Star Business Section and the Daily News Business page.
Tabletop Event "Setting a Place for Seniors" - August 25-27, 2000 at The Oaks.
Diane and Patty will get together and form a committee for NACE to have a
tabletop for the Chapter.

Hospitality
J
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Submit the visiting guests each month to membership and Newsletter.

J
J

Suggestion: Ask guests to introduce themselves from the Podium and give a
brief description of their business.
Maria sent out letters to guests from March Meeting.

Golf Fundraiser
J
J
J

Committee Meeting: Tuesday, April 18th 4:30 p.m. at Wedgewood.
The committee meets the third Tuesday of the Month.
Sponsors to date:
City National Bank - $2,000
Plug Nickel - $1,500.
Cheesecake Factory - $1,150
SYSCO $1,500

Old Business
J

Victoria Fowler - Board Agreed to renew membership

New Business
J

none

Next board meeting, Monday, May 15, at 5:30 Location: TBD

Meeting Adjourned: 7:15 p.m.

Name and Signature of Person taking minutes.
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Task/Action Items
Name

Action

Linda Zaruka

Check bylaws for proxy votes

Scott Ruge

Handout with for April Meeting to ask members which
transportation they would prefer for progressive dinner in
July.

Dave Burns

1. Follow-up with Mike Visser from Casino Knights
about joining
2. Follow-up on membership renewal for Victoria
Fowler

James Hickey

Update Member Roster (Category version) and add
guest list and have available at sign in table each month.

Patty Campbell

Check with Diane Boyd about forming a committee
for NACE Tabletop
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Committee Report Form
Date:___________________ Committee: ___________________________________________
Purpose:_____________________________________________________________________
_____________________________________________________________________________

Chair:_____________________________Co-Chair(s):________________________________
Activity completed since last NACE Meeting:

Issues to be continued:

Recommendations to Board of
Directors for Action:

Budget Required:

Action Taken:
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NACE Logo
NACE provides each chapter with its official logo in the form of a black and white camera
ready logo sheet or on disk. The disk version is available in IBM or MAC format, in two-color and
black / white versions.
The NACE logo can be used in conjunction with chapter activities, printed material,
promotional items, letterhead, business cards, etc. There is no need to obtain additional approval
from the NACE office for logo use under these circumstances.
If NACE logo should be in question, please contact NACE headquarters for guidance and
approval.

5.1

NACE Press Release Example
For Immediate Release
Photo Attached

NACE, your chapters name here
National Association of Catering
Executives
Contact:
Chapter contact person and phone
number

NACE Members Attend National Educational Convention
National Association of Catering Executives, (your chapter)
National Educational Convention, (City, dates)

(City, State & Date)
The National Association of Catering Executives held their annual National Educational
Conference recently in (City & Date). (Your chapter) Chapter members joined over 600 people,
nationwide, to learn the newest ideas, trends and cutting-edge information specifically designed
for professional and personal development within the catering and party planning industry.

Daytime seminars also focused on catering business to legal issues facing the industry.
Evening events highlighted decorating and theme ideas that conference attendees could
bring back to their jobs and use in their event planning.

NACE was founded in 1958 and is the oldest and largest professional association for
the industry and its suppliers. The organization has 46 chapters throughout the United
States and Canada, representing more than 3200 members. Membership is open to all
businesses that provide various services for catering events. For information on the (your
chapter) Chapter, contact (name and phone number) or check out the NACE web site at
www.nace.net.

* Photo Attached: List names from left to right:
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Chapter 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 are best done within a few months of the new
incoming officers and committee being elected.

STEPS IN PLANNING A SUCCESSFUL RETREAT:
Annual Survey
At least two months before you plan your chapter retreat, survey the chapter members. A
sample survey follows this page; customize as necessary to maximize the information you can
obtain from your members. Plan your retreat around what the survey results are. What are your
members saying? Start planning to give the members what they want and asked for. It is
recommended to provide a summary of the survey results and how the Board will address them.
Survey participation increases if the members actually see that the time they spend completing
the survey is actually used. If suggestions are made but cannot be implemented right away, it is
helpful to acknowledge the suggestion and provide a brief statement as to why. For example,
"The idea of XXXXXX is an excellent one; we are unable to include it as a specific goal for this
year because of (budget constraints, commitments to other programs, etc.)"

Create an Agenda From the Survey Results
Include member's needs, chapter goals, vision, increasing membership, better programs
and new ideas for fundraising. Plan an agenda that will allow for brainstorming sessions, then
discussion, then decision. Send out your agenda two weeks before your retreat so your board
can start to gather and think of ideas. Working together and getting your board and committees
involved allows them to express their ideas and suggestions.

Location
The word 'retreat' actually means "to get away". Unique locations signal that things will be
different and will encourage "out-of-the-box" thinking. Find a location with few distractions.
Somewhere private, creative, comfortable and stimulating which allows a get-away from your
everyday / every month routine.

Review, Update, & Apply Board Governance
When the board comes together, it is important that each member understands why he or
she is there. The fundamental purpose for the board meetings are to define a list of key issues
and to accomplish the governance task by this defined list, which may include:
Establishing visions and directions
Monitoring progress towards the vision
Appointing and evaluating the supporting committee members
Assessing the board's performance

Results
Let your membership know you have heard them speak and will give them what they
asked for. The motivation of the Board and the plans for the months ahead will excite them.

6.1

NACE
CHAPTER MEMBER SURVEY
Please answer every question.
Give us your honest opinion.
If you check other please explain.

How do you like the date and times of our meeting?
Too early
Would like another day (state below)
Would like AM meetings
Other:_________________________________________________________
PROGRAMS & LOCATIONS & MEETINGS- Rate the following in order of importance to you
1 – most important, 5 – least important. You can have more than one of each number.
___ Informative
___ Educational
___ Speakers
___ Interactive
___ More Panels
___ Team Building
___ Networking
___ More Handouts
___ Theme Dinners ___ Affiliates Showcasing ___ Location of Meeting
___ Networking
___ Parking
___ The Meal
___The Wine
___ Education
___ Fun
___ Price
___ Time of Meeting
___Other - please state
______________________________________________________________________________
______________________________________________________________________________
What subjects or topics would you like to see covered in a chapter program?
______________________________________________________________________________
Name three subject or individuals you would like to see as speakers._______________________
______________________________________________________________________________
I joined NACE because
Referrals
Education
Meeting others in the industry
Seeing and knowing my Competition
Exposing my business to others
Other ________________________________________________________________
I have been a member for______________years. NACE is getting
Better
Worse
Stayed the same since I have joined
Please explain your answer above:
______________________________________________________________________________
______________________________________________________________________________
What do you like or dislike about our monthly dinner meetings?__________________________
______________________________________________________________________________
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What is your preferred method of receiving correspondence: ______E-mail_____Fax
How do you feel NACE could be improved?__________________________________________
______________________________________________________________________________
Do you know how the chapter raffle money is used?____________________________________
Would you like to attend the Education (summer) convention?
Yes
Maybe in the future

No

Did you know our chapter offers scholarships to help you attend the Educational conference?
Yes
No
Do you use the directory?
Yes
No
Didn’t know we had one
What other handouts or information would you like to see our chapter provide to our members?
______________________________________________________________________________
What types of educational programs would you like to see NACE become involved in?________
______________________________________________________________________________
What type of fun activities would you like to see in the upcoming year?____________________
______________________________________________________________________________
What group do you feel we should have more members of_______________________________
______________________________________________________________________________
What is the best thing about belonging to NACE?______________________________________
______________________________________________________________________________
What would you change?_________________________________________________________
______________________________________________________________________________
What is NACE Foundation?_______________________________________________________
______________________________________________________________________________
What is CRI?___________________________________________________________________
If you are a caterer are you interested in taking the CPCE Test?

Yes

Would you like to be on a committee?

No

Yes, Now

Yes, Later

No

If yes, which one and when._______________________________________________________
Please provide us with your name and phone number so we can contact you.
______________________________________________________________________________
Any additional comments?:_______________________________________________________
____________________________________________________________________________
Thank you for taking the time to fill out this survey.

HAVE A NACE DAY J

6.2.ii

BEO / Instructions for the Host
Property
Day / Date of Event:__________________________
Times:
____ PM
____ PM
____ PM

Registration & Cocktails
Dinner Service
Meeting / Speaker

Chapter Contacts: Name

Phone

FAX

Program / Set - up
Guarantees
Flyer Information
Payment
RSVP

_____________
_____________
_____________
_____________
_____________

______________
______________
______________
______________
______________

_____________
_____________
_____________
_____________
_____________

Set-Up Information
Registration:
J
J
J

Inside Room
Three (3) 6' tables with 3 chairs, clothed and skirted.
Set the three tables in an 'L' shape

Dinner:
J
J
J
J
J

Rounds of 8 or 10
Reserve one table, the most prominent, for the President and guest speakers, etc.
Linen tablecloths and napkins
Centerpieces - host to determine
Affiliate Highlight table - 6', clothed & skirted, please place in a highly visible part of the
room

A/V:
J
J

As program dictates - check with program chair if you have not already been contacted.
Free standing podium with microphone (on riser if available, with steps)

Miscellaneous:
J
J
J

You can contact any NACE member from the attached list to secure items to make this
event successful. If you secure floral arrangements or balloon, ask the purveyor if they
can be used as raffle prizes.
Please prepare a list of key contributors to the event so that they can be recognized at
the meeting.
Please provide a list of hotel contacts: General Manager, F & B Manager, Chef, Banquet
Manager and DOC & their staff.
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ARRANGEMENTS
Cocktails:
J
J

Bartender Charge waived
It is always nice when a property can work with a liquor distributor to provide
complimentary cocktails. If this is not in the budget, please set up a no-host bar and
bartender. The bar closes after the salads are served, sooner if wine accompanies the
meal.

Wine:
J
J

Corkage fee should be waived.
Work with one of your wine purveyors to provide a wine to compliment your entrée.
Encourage them to donate the wine. During dinner, we will introduce you as the host and
at that time, you can introduce the wine supplier who can tell the group about the wine
and winery.

Dinner Price:
J
J

The host property will be paid $________inclusive of service charge and tax. The meal is
at the discretion of the host, providing an opportunity to showcase your chef's specialties
and other unique features about the property.
Raffle Prize: Will your company donate a raffle prize?

RSVP:
J

Please inform the president when the guarantee is given, how many people will be
attending from your property. The usual dinner member price prevails.

PROGRAM
The program chair will contact you in advance of the meeting to make arrangements for
the set-up needed for the evening's program.
Please call any of the contacted listed if you have any questions. We appreciate your
contributions and involvement with the ______________ NACE Chapter.
Sincerely,

Your Name
Your board position
_____________NACE Chapter

7.1.ii

SAMPLE - Dinner Meeting Agenda
Keep a copy of the agenda posted at your podium and give a copy of your agenda to:
Each member speaking at the meeting
The Host Facility
This allows for a smooth introduction for each member to introduce the next board or committee
member, and a good transition for each section of your program. Some chapters find that having
their program and serving dinner at the conclusion of the program keeps people there and makes
a more effective meeting.

President
Welcome
National NACE News

Hospitality
Introduce Visiting Guests

Membership
New Member Introduction

Affiliate
Upcoming showcase information
Recognition of Affiliates who are donating services and/or products tonight.

Program Chair
Introduce speaker or program for the evening.
When speaker is finished, thank them and start applause
Introduce Kitchen and service staff of host facility
Thank You to host facility

Treasurer
Raffles
Announcement of place and date of next month's dinner meeting.

President
Thank members and guests for attending
Invite guests to join NACE!
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Speaker Standards
Confirm In Writing
J

Program Topic

J

Arrival time

J

Length of speaking time

J

A/V requirements

J

Timing of Presentation: before, during or after dinner. The speaker's preference may be
different from your normal agenda, but an occasional change in the agenda will keep
your members on their toes as well as their attention.

J

Expenses that the chapter will be responsible for: travel/hotel, meals, transports, etc.

Before The Speaker’s Arrival
J

Obtain the speaker's bio in advance and rehearse your introduction

J

Double check on set-up requirements

J

Make sure you know the correct pronouncement of speakers' name

Out-Of-Town Speaker
J

Arrange for hotel stay - at chapter’ expense (or reduced rate if speaker pays)

J

Facilitate airport pick up and transportation, if needed.

J

Arrange for Gift Basket or other welcome gift

J

Arrange for after meeting entertainment if appropriate

J

Facilitate transportation for return to airport, if needed.

J

Prepare and send thank you note to speaker after the program

During The Meeting
J

Introduce the speaker to members and guests during the cocktail/networking time. Make
sure the speaker is not unattended at any time.

J

Reserve a seat at a table for the speaker with board members & active chapter members.
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7.3.ii

J

Provide an agenda of the meeting for the speaker- confirm when they will be speaking
and how the introduction will be handled.

J

After speaker has finished - present with certificate or gift of appreciation. (Many times a
speaker is working towards accreditation and an acknowledgment with a certificate or
formal letter can be used towards reaching this goal or as a reference for future
engagements.)

Sign In Table
A sign in table is the first impression you make to your members,
visiting guests & speakers. What impression do you want to make?

7.4

J

Assign one member to set up the sign-in table for the entire year.

J

Greet your guest with a warm and sincere greeting.

J

Place your table in a visible area.

J

Hang your NACE Banner

J

Sign-in table supplies:
•dinner menu for the evening displayed
•chairs, trash container for members working at the table
•office supplies: stapler, receipt book, pens, name badges, guest badges

J

Dress up your table with: accent linen or purchased fabric, etc. Show off your raffle prizes
- have tickets available for purchase and a bowl to collect the tickets.

J

Have information available about:
•upcoming chapter events, meetings, elections, community service projects
•National Conference or Leadership Conference, if available
•Information on Membership, CPCE, CRI

J

Have at least two people at the registration table.

J

Introduce them to other members.

J

Give a fond farewell and remind them of the chapters next meeting.

Visiting Guest Information
Staple guest business card to form. Use this to introduce your visiting guest and keep
as a record for member profile. Talk with your guest and make sure you get the
correct pronunciation of their name and business.

Name________________________________Title________________________
Business Name____________________________________________________
Phone___________________________ Fax_____________________________
E-Mail___________________________________________________________
Web Site_________________________________________________________
What type of business do you have?
_______________________________________________________________
_______________________________________________________________
How long have you been in business?_________________________________
What is your specialty?
________________________________________________________________
________________________________________________________________
How did you hear about NACE?
________________________________________________________________
____________ Yes, please contact me for membership.
____________ Yes, I would like to be involved on a committee.
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Raffles
Consider the following suggestions and put into place
guidelines for your chapter raffles. One you have it they are
very easy to run and the additional income can be quite
large.
Money - what is the money being used for?
The money generated from raffles can be used for one specific purpose or split between different
funds: scholarship fund for NACE National Conference registration, charity of choice, future
chapter programs, etc.

Raffle Items
Quantity - You should have consistent number each time. A minimum of three is suggested for
each meeting. If the meeting is expected to generate a larger than average attendance, try to
increase the number of items to raffle at the meeting.

Quality
Make sure the raffle items are a good value to maximize ticket sales. A minimum actual value of
$10 is suggested.
Examples of quality items: New CDs, Videos, gift certificates to restaurants, music stores,
centerpieces, wine, picture frames with film, flowers, office supplies, cookbooks…

Tickets and Ticket prices
The treasurer or other person so designated should secure and be responsible for the raffle
tickets, making sure that the tickets are available at the registration table as people arrive.
Sell tickets in quantity - 3 tickets for $5.00, 7 tickets for $10.00, $20 for your height or the width of
your arm. Ticket prices in increments of $5.00 make it easier to make change.

How much money do you want to raise?
You can raise as much as $500 or more during the year!
For example, if you hold 10 meetings per year and the average attendance is 20 people. If 10
people purchase tickets at $5 at each meeting = $50 x 10 meetings = $500.00
When the chapter prepares its annual budget, include this entry, estimating the amount your
chapter could raise during the year based on average attendance and ticket price..
Again, quality and quantity (chances of winning) of the gifts encourages members to buy raffle
tickets.

Promote the Raffle
Promote your raffle tickets in your membership newsletter and dinner notifications. Many
members make out their checks before attending - make sure they know to add anadditional
amount if they are getting a check request - or are aware to bring cash for that evening.
Promote the person and business whose product, service or gift you are raffling. The extra
exposure to your members they receive in exchange for providing the product or gift will
encourage them to participate again.
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Selling Raffle Tickets
Who is going to sell your tickets? Usually the treasurer is responsible for selling the tickets and
collecting the money. He/she should sit at the sign-in table to assist members/guests as they
check in. Have the raffle prizes at the sign in desk so the attendees can see them.
Draw for the raffle gifts at the end of the dinner. Right before the raffle drawing is started, offer
members/guests one last chance to buy tickets - you will be surprised how many more you sell!

Who is responsible for getting the raffle gifts?
One person should be designated as the primary organizer for obtaining raffle gifts.
Notify all members that you will be calling on them to donate something within the year. At each
meeting, ask your members at the sign-in desk if they can plan to donate something in the near
future.

Other Options
Purchase a gift certificate ($500) at a local mall or at a major name store such as Best Buys.
Make up 100 tickets and sell them for $10 each. This raffle prize is for the following month and if
not all tickets are sold - the board takes the unused tickets and sells them at work or to friends.
Winner need not be present. The chapter is guaranteed to make $500 using this type of raffle
game. Smaller dollar amounts for the gift certiciates can also be used.

Fair Warning
To start the raffle process you most likely will have to turn to the board for the initial influx of
products, services and gifts. During the year, the raffle "stock" may get low and the board may
need to be asked to donate again. Don't make it a habit, but expect it.
When you begin to accumulate more than they need for the month, hold some aside and rotate
them in.

Have fun!
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SAMPLE LETTER - Billing No-Shows
Mm/dd/yy

Member name
Company
Address
City, state zip

RE: (date of event missed)

Dear (member),

Thank you for your RSVP for the dinner meeting held this past (day & date).
We were so disappointed that you could not attend. It was a wonderful meeting (give a brief
descriptions of the program) and (hosting facility) always does an outstanding job for our chapter.
As you know, we must guarantee the number of attendees for each meeting to the host facility in
exchange for reduced fees on food & beverage, service, and the use of the property. Our host
facilities always exceed our expectations and provide outstanding events for us. In addition, the
Chapter prepares estimates and plans for expenses based on the RSVP count.
We would appreciate your remittance of ($) for the dinner meeting. Enclosed you will find a self
addressed envelope for your convenience.
If you have any questions, please feel free to call me (phone number). We look forward to seeing
you next month (insert date, location and topic of next meeting.)

Sincerely,

Member name
Position
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MEETING FEEDBACK
How did we do?
Your comments are important in order to give you the best NACE experience possible.
EXCELLENT

GOOD

FAIR

POOR

SITE
FOOD
PROGRAM
CONTENT
ENTERTAINMENT
OVERALL
MEETING

COMMENTS:

Circle one:
Member
Non-Member
1st Time Attendee
Name (optional):__________________________________________________________
$ -------------------------------------------------------------------------------------------------------

MEETING FEEDBACK
How did we do?
Your comments are important in order to give you the best NACE experience possible.
EXCELLENT

GOOD

FAIR

POOR

SITE
FOOD
PROGRAM
CONTENT
ENTERTAINMENT
OVERALL
MEETING

COMMENTS:

Circle one:
Member
Non-Member
1st Time Attendee
Name (optional):__________________________________________________________
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NACE KUDOS

NACE KUDOS

TELL US WHAT MEMBER GAVE YOU A GREAT REFERRAL, OR DID A
SPECIAL JOB FOR YOU SO WE CAN SHARE IT IN THE NEWSLETTER!

TELL US WHAT MEMBER GAVE YOU A GREAT REFERRAL, OR DID A
SPECIAL JOB FOR YOU SO WE CAN SHARE IT IN THE NEWSLETTER!

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

___________________________________________

THANK YOU GOES A LONG WAY TO BUILDING
SUCCESSFUL BUSINESS RELATIONSHIPS!

THANK YOU GOES A LONG WAY TO BUILDING
SUCCESSFUL BUSINESS RELATIONSHIPS!

NACE KUDOS

NACE KUDOS

TELL US WHAT MEMBER GAVE YOU A GREAT REFERRAL, OR DID A
SPECIAL JOB FOR YOU SO WE CAN SHARE IT IN THE NEWSLETTER!

TELL US WHAT MEMBER GAVE YOU A GREAT REFERRAL, OR DID A
SPECIAL JOB FOR YOU SO WE CAN SHARE IT IN THE NEWSLETTER!

___________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________________

THANK YOU GOES A LONG WAY TO BUILDING
SUCCESSFUL BUSINESS RELATIONSHIPS!
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___________________________________________
___________________________________________
___________________________________________
___________________________________________
___________________________________________
THANK YOU GOES A LONG WAY TO BUILDING
SUCCESSFUL BUSINESS RELATIONSHIPS!

Affiliate Showcasing
Recognizing your Affiliates and allowing them to show your Chapter members what they do is a
great way for them to gain exposure about their products & services.

Monthly
J

Choose the number of Affiliates to showcase each month depending on your chapter's
size. - i.e. 60 affiliates in your chapter = 3 showcases each month.

J

Feature them in the newsletter. Have a questionnaire with both professional and personal
information that will allow your chapter to get to know your Affiliate member. How long
have they been in the business, what got them started, what was their prior profession,
biggest job, plans for the future, hobbies, interests, etc.

J

Provide a table for each Affiliate showcase where they can show their products/services
and provide information to the members.

J

Introduce each Affiliate at the meeting and provide them with an opportunity to speak
(max 3 minutes). This is a chance to reinforce what they have presented at their
showcase and maximize their exposure to the members.

J

Each Affiliate who is showcasing should provide a raffle prize. Recognize this contribution
during the raffle to provide additional promotion.

Annual
J

Plan an annual Affiliate Showcase Event and invite all Affiliate members to participate.
This takes the place of your dinner program, as members are encouraged to walk around
and view each Affiliate's display. When planning this event, remember that it requires a
larger location where many tables can be set up.

J

Create a game for your Primary members where they must answer a question from each
Affiliate. A complete form receives a raffle ticket for a 'special' prize.

J

Make this annual showcase an opportunity to increase Affiliate membership by charging
non-Affiliate members the opportunity to pay a fee for a showcase table. Make the fee
high enough to cover their first year membership fee and dinner for that evening.

8.1

Program: Décor in a Box
Program Concept:
Décor in a Box promotes teamwork and networking through member participation in
creating a table centerpiece.

Program:
At registration, members are handed a seating assignment for dinner. Set up tables in a
different area of the room with a box containing items (flowers, fruit, greenery, scissors, and
ribbon….) Guests initially sit at their dinner tables, which are numbered, after your networking and
cocktail time has passed. After instructions, they are sent to the area where the numbered boxes
corresponding with their dinner table are. Allow 20 minutes to create their own centerpieces with
the items they were given. Nothing else can be used.
After 20 minutes, they return to their tables with their centerpieces.
Have your florist judge the centerpieces. After dinner announce the winning table and tell
why they choose the winning piece. Prizes should be given to each person at the winning table.
You can also allow your florist judges to have their own box and create a centerpiece to
show your attendees the skills of a professional. Have each florist explain why and how they used
each item as they did.
This program creates a lot of excitement, competition and interaction between the
members and interesting creations with the same props.

8.2

Bingo Program
Program Concept:
Networking through member participation in various games.

Program:
At registration, members are handed an information sheet welcoming them to the
meeting and describing the games that are provided for member participation during the
reception hour, and a description of the game they will be participating in during the program,
“Musical Blackout Bingo”.

Reception Hour:
During the course of the reception hour guests mingle and try the various games. They
are encouraged to meet and collect business cards from at least five people they do not know. If
they collect five business cards they can redeem them for an opportunity to go into the “Money
Machine” where they can win cash (and prizes) by collecting as much money as they can stuff in
to the box inside the machine in 15 seconds while the money floats inside around them.

Program Time: (30 minutes)
When guests are seated for the dinner program, Bingo cards have been pre-placed at
each setting. During the course of the game, numbers are called. After 10-15 numbers are called
music begins to play and everyone must get up and move to another table, leaving their Bingo
card at the table they were at. When the music stops, guests must sit wherever they are. When
their card is filled, they call BINGO. To be eligible to win, the person must show their filled Bingo
card, and stand up and introduce to the group, three new people they have met during the course
of the game, each having sat at a different table. The winner then receives the designated prize.
This is a very high paced, high energy program that really works up everyone’s appetite for
dinner!!!

8.3

Community Service
Chapter involvement within your community allows you to give back to the people who
help you make a living at what you love and do best.

Consider a project that will involve NACE members and make an impact
on the community.
An extra bonus is your Chapter can receive free publicity for your generosity by sending a
press release to the local paper(s) about the project. A sample press release follows this page.
Make sure to include contact information about who to contact for membership.

A few ideas:
Bunnies for Babies:
Easter gifts delivered to a local children's hospital - begin collecting the bunnies two (2) months
before Easter.

Habitat for Humanity:
Help build a new home for someone less fortunate - a fun, active, "hands-on" event for your
members.

Food Drives:
Plan one in the spring or summer months, when food bank shelves are low.

Easter Basket for Convalescent Home:
Create comfort baskets for elderly residents.

Host a Prom:
Kids who might be mentally or physically challenged, or for a facility that is home to abused
teenage kids, this event is always a big hit!

Makeover for Abused Women:
Treat these women to a special day with hair & make-up makeover, some new clothes and then
consider taking them out to a catered event and a wonderful night on the town.

8.4

Community Service Press Release
Example
For Immediate Release
Photo Attached (if avail)

NACE, your chapter name here
National Association of Catering Executives
Contact:
Chapter contact person and phone number

Local Catering Organization Holds Fundraiser to Benefit (insert charity name)
National Association of Catering Executives, (your chapter)

(City, State & Date)
The National Association of Catering Executives, (insert chapter name), raised $XXXX.xx to
benefit (insert charity name) on (insert date.)

More than XX chapter members turned out for (describe event, include vendors who donated
products/services, etc).

NACE was founded in 1958 and is the oldest and largest professional association for
the industry and its suppliers. The organization has 46 chapters throughout the United
States and Canada, representing more than 3200 members. Membership is open to all
individuals that provide various services for catering events. For information on the (your
chapter) Chapter, contact (name and phone number) or visit the NACE web site at
www.nace.net.

* Photo Attached: List names from left to right:

8.5

Fundraising Ideas
Golf or Tennis Tournament:
Chapter involvement with other food related industries allows you to maximize your
potential funds and media exposure. Work with your local Restaurant Association and Food Bank
to host a every hole - or in Tennis, a feast after every set!

Holiday Party:
Make this a special time of the year and increase your ticket price by offering a live band,
MC, magician, upscale food & décor. Make it a social event for members to bring their friends and
family.

Chili Cook Off:
Charge an entry fee for participation and judging. Ask the local newspaper food writers to
participate as judges.

Tickle Your Ribs:
Host a comedy night with local or nationally known comedians and plan your menu as
ribs and chicken. Serve as a buffet or sit down dinner.

8.6

Fundraising: Tax Deduction Language
and Guidelines
When conducting fundraisers for non-profit entities (i.e. the NACE Foundation, Make-AWish, American Cancer Society), you may inform the contributor that their donation or a portion of
the ticket price may be tax deductible. The non-profit group receiving a donation from your
Chapter must be recognized by the Internal Revenue Service as a 501(c)(3) entity in order for
any monies to be tax deductible by the contributor.

There are two basic scenarios that could occur in your chapter:
1. Your chapter plans an event and sells tickets to raise money for a charitable organization. All
the proceeds, after expenses, are going to be donated to the charity after the event. The
purchaser may deduct the portion of the ticket price that is not related to the cost.
Example: Your chapter hosts a fundraiser dinner to benefit the NACE Foundation. The ticket
price is set at $30.00 per person. The actual cost per person of the dinner is $20.00 per
person. The amount of money that will be donated to the Foundation is $10.00. The ticket
may say "$10.00 of the purchase price of this ticket will be donated to the NACE Foundation
and may qualify as a tax deductible charitable contribution."
The rule of thumb is any money collected over and above the actual cost of the fundraiser is
the deductible portion.
2. Your chapter plans an event to raise funds and is splitting the net proceeds between the
chapter and a charitable organization. NACE chapters are NOT 501(c)(3) charitable
organizations. Therefore, only the portion of the ticket price that will be donated to the
charitable entity qualifies as a charitable deduction.
Example: Your chapter hosts a fundraiser dinner and the net proceeds are going to be split
between the chapter and the NACE Foundation. The ticket price is set at $30.00 per person.
The actual cost per person of the dinner is $20.00. The remaining $10.00 will be split; $5.00
goes to the Chapter and $5.00 is given to the Foundation. The ticket may say $5.00" of the
purchase price of this ticket will be donated to the NACE Foundation and may qualify as a tax
deductible charitable contribution.

Explanation of ticket language:
We advise that you use the language "may qualify as a charitable contribution" so that the
responsibility of verifying the deductibility of the donation rests with the purchaser.
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Program Checklist
DATE______________________TIME______________________________________________
FACILITY_____________________________________________________________________
LOCATION____________________________________________________________________
CONTACT (name, address, phone, fax)
_____________________________________________________________________________
_____________________________________________________________________________
DATE CONTRACT RECEIVED____________________
ADVANCE DEPOSIT WAIVED yes
/
no
CORKAGE FEE WAIVED
yes
/
no
BARTENDER FEE WAIVED
yes
/
no
COMPLIMENTARY PARKING yes
/
no
DONATION OF RAFFLE PRIZE yes
/
no
EVENT ORDER RECEIVED
yes
/
no
SPEAKER - Name, address & phone
_____________________________________________________________________________
_____________________________________________________________________________
Bio received?

yes

/

no

WINE
Winery________________________________________________________________________
Contact - Name, address & phone
_____________________________________________________________________________
_____________________________________________________________________________
Are they making a presentation at the meeting? yes

/

no

RAFFLES/ PRIZES
1.____________________________

2.________________________________

3.____________________________

4.________________________________

5.____________________________

6.________________________________

TO DO LIST
1.
Prepare PR release for newspaper prior to meeting to promote location & speaker include parking information.
2.
Prepare agenda for meeting with Presidents input. Make sure to include a thank you list
of key contributors to event: speaker, winery, florist, DJ, beverages, & hotel contacts
(DOC, GM, F&B, Banquet Manager, Exec, Chef…)
3.
Phone in guaranteed headcount to hotel (include comps for speaker, winery, florist, VIPs)
4.
Prepare a recap of the event (to include all thank you's & acknowledgements) for local
paper. Fax to National Publication Chair for inclusion in the National Newsletter.
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SAMPLE LETTER To New Members
From Chapter

Dear (new member name):
On behalf of the NACE (insert chapter name) Board and members, I want to thank you for
supporting your professional association. We are privileged to count you among the (insert
number of current chapter members) members of the (chapter name), as we, together, comprise
the best and the brightest in the catering profession.
Membership is NACE is by individual. In the event you change employers, your NACE
membership moves with you. NACE will then provide to the person that moves into your former
position a "Provisional" (complimentary) membership through the date of your renewal or for six
months, whichever comes first. It is important that you notify us of any changes in your contact
information as soon as possible, especially an employment change. Not only will we know where
to continue reaching you, we will have the opportunity to work towards gaining an additional
NACE member through their Provisional membership.
Your NACE membership is your commitment to professionalism and excellence in catering. We
are here to serve you. If there is anything we can do to ensure that you are receiving the benefits
of membership, please let us know. Thank you for your investment in your profession and your
future.
Sincerely,

Chapter president/chapter membership chair or both
Include your place of business and job title also
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SAMPLE LETTER: New NACE Member
To General Manager, Owner or President Acknowledging Their
Employee as a New NACE Member

Dear (insert GM, Owner or President's name):
On behalf of the NACE (insert chapter name) Board and members, thank you for supporting
NACE, the catering industry's professional association. We are privileged to count (insert new
member's name) among the (insert current number of members here) of the (insert chapter
name), as we, together, comprise the best and brightest in the catering profession.
Membership is NACE is by individual. In the event that (insert new member name) changes
employers, his/her NACE membership moves with them. NACE will then provide a "Provisional"
membership to the person who replaces (insert name) through the expiration date of the original
membership, or for 6 months, whichever comes first. NACE provides this benefit to your company
to assist with staffing changes, so that you receive the full value of the membership that has been
paid for.
Your support of (insert new member name) NACE membership shows a commitment to
professionalism and excellence in catering. We are here to serve our members, and if there is
anything we can do to enhance the experience, please let us know.
Sincerely,

Chapter president or membership chair or both
Include your place of business and job title also
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SAMPLE LETTER: To Prospective Member
From Chapter
Dear (prospective member name):
We would like to take a moment to introduce you to the National association of Catering Executives
(NACE) and our unparalleled network of peers, industry news and information, education and professional
development opportunities.
The (insert chapter name) currently has over (insert # of current members) members. Our
membership is comprised of catering professionals and industry suppliers with an interest in improving the
quality of goods, services and community involvement.
We traditionally meet (insert monthly meeting day and time) in various venues that provide hosting
and sponsorship opportunities to our members. The format for the meeting provides time for networking as
well as member education and entertainment. The cost of the monthly meetings for members is $XX.xx and
for non-members, $XX.xx. For upcoming meeting detail and reservations, you can call our chapter hotline at
xxx-xxx-xxxx or contact (insert contact person name and number here.)
Invest in your future, your professional and your community by joining NACE. We are so confident
that you will benefit that we invite you to be our guest for your first meeting – at no charge to you! For further
information on meetings or membership, please feel free to contact us.
Cordially,

Chapter President or Membership chair or both
Include your place of business and job title also
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Member Morale
“10 Key Elements for Creating an Active Membership for your
Association” by Cynthia D’Amour
Why do some members get involved and other members don’t?
The following are the ten key elements to creating an active membership for your association:

1.

New members get active right away.
The sooner new members get involved, the more active they will be. Do your Leaders
have strategic processes to get them to their first event as a new member?

2.

There’s room in your association for all of your members to be
active.
Are your committees hubs of activity that tap intoa variety of member skills? Do they
welcome members new and old?

3.

Your meetings are enjoyable to attend.
With all of the stress and negativity in the world, a fun experience is a magnetic draw –
no matter what industry you serve. Do your members linger after meetings to get one
last conversation in?

4.

Members feel connected to Leadership.
Are your Leaders prepared for their meetings so they can work the room at events and
build those relationships? Have they created easy ways to stay in touch?

5.

Your Leaders remember your members.
Do they remember what it feels like to be a regular member? Do they understand your
members’ needs and concerns and reflect them in their decisions?

6.

Members get great ROI (Return On Investment) out of your
meetings and events.
Programming can drive an association. Do your leaders make sure that every program is
a good fit for their chapter? Do they have a defining programming statement?

7.

Leaders give dynamic presentations.
Charismatic leaders create enthusiasm. Do your Leaders monitor the energy and pace
of the meeting? Do they keep your members’ interest – rather than put them to sleep?
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8.

Your members feel like they belong to a community that cares
about them.
Member to member relationships are the emotional glue that creates activity. Do your
Leaders make building members’ networks a top priority and strategic goal?

9.

Your members are eager to step up to leadership opportunities.
Active members care what happens to their association. Is there competition for elected
positions? Is a sense of camaraderie maintained throughout the election process?

10.

Your members are passionate about your association.
Does your association create some greater good that your members are proud to be part
of? It may be different member to member, but it’s there for all.

With these ten key elements in place, you will have an active and enthusiastic membership.

Cynthia D’Amour, author of How to Turn “Generation Me” Into Active Members of Your
Association, specializes in helping associations create active memberships.
For more information about Cynthia’s R.A.R.E. Edge Leadership Series, call
1-888-994-3375 or send e-mail to damour@peoplepowerunlimited.com.

Promoting Active Membership
“What Really Motivates People to Become Active Members in Your
Association” by Cynthia D’Amour
No matter what type of association you are, there are three key benefits that motivate people to
become active members in your association.

1.

Personal/professional development.
This includes the formal education programs that you offer as well as the skills members
learn while being active in your group.

2.

The desire to be a part of your “community”.
People want to feel like they belong to a circle of friends who care about them.

3.

Contribution to some greater good through involvement in your
group.
This may be raising the standards of your industry, paying for a scholarship or working on
intensive community service projects. The key is to design an opportunity for contribution
that is relevant to your membership.

Your association must find ways to offer all three of these benefits regularly.
Three frequent mistakes related to these benefits:

1.

Associations put all of their emphasis on one key reason.
Different people are looking for different outcomes from involvement in your organization.
No matter what your association’s main purpose is, you need to weave all three benefits
into your organization and promotional materials.

2.

Leaders think their members should “get” the benefits and do not
bother to spell them out in promotional materials and at
meetings.
You need to regularly remind your members why it’s worth the investment of their time to
be active in your association in order to keep their involvement a priority for them.

3.

Associations underestimate how hard it is for the typical person
to get involved with people they don’t know.
Walking into a room of strangers is a very stressful experience for most people. Help
your new members break through their fears and find their comfort zone in your
community.
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ACTION STEP:
Take a few minutes to look at how you promote your meetings and projects. Do you emphasize
all three benefits regularly? If not, how can you start to weave them in?
Create regular systems in your association to help your members build their network and provide
them with programming that will teach them networking skills.

Cynthia D’Amour, author of How to Turn “Generation Me” Into Active Members of Your
Association, specializes in helping associations create active memberships.
For more information about Cynthia’s R.A.R.E Edge Leadership Series, call 1-888-994-3375
or send e-mail to damour@peoplepowerunlimited.com.
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Networking
”The Best Place to Network is Your Local Association Meeting” by
Cynthia D’Amour
Networking is often pegged a tool for sales people. While this is true, the potential benefits go
way beyond just sales – and benefit any business person!
The obvious best place to network is at your local association meetings.

Five benefits of a well developed network:
1.

Your creativity is increased.
When you talk to your business buddies, you get other points of views. By seeing the
world from different perspectives, your mind gets stimulated and new ideas are created.

2.

You can solve problems with more ease.
Whether better marketing, more efficiency or difficult bosses/employees, with a good
network, odds are someone in your network has had a similar experience. Shared
experience creates more options for solution of your problem.

3.

You have a support team.
In this era of great change and time shortage, it’s nice to know that you’re not alone. In
fact, developing good relationships is one way to lower your stress!

4.

You have access to other’s best practices.
Best practices can help you cut costs and increase productivity. In other words, do more
with less work! Make a habit of talking with your network about what is the most valuable
thing they’ve learned and what works well for them.

5.

You’ll be able to accomplish more in less time.
Having a diverse network creates a variety of minds for you to tap for answers that might
take you tons of time to find on your own! Become a resource in your expertise for your
business buddies and they will do the same for you.

Bottom line, networking goes way beyond generating sales leads.
businessperson needs to succeed.

It’s a tool that every

Cynthia D’Amour, author of Networking: The Skill the Schools Forgot to Teach,
specializes in helping associations create active memberships.
For more information about Cynthia’s R.A.R.E Edge Leadership Series, call 1-888-994-3375
or send e-mail to damour@peoplepowerunlimited.com.
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Provisional Members
What is NACE "Provisional Membership" and why is it important?
NACE provides provisional membership to professionals who move into a position with a
company where the NACE Primary or Affiliate membership already exists but is open due to a
move or promotion by the person holding the original membership. This allows the new
professional to experience all the benefits of being a NACE member both at the local and national
level. The person holding the original membership also takes the remainder of their membership
with them.
NACE created the provisional membership to support the dues that an employer has paid
for the year. It also helps to increase membership, since a new provisional member can usually
be converted to a Primary or Affiliate member.

How is the Provisional Member process handled?
As soon as the National office is notified of a new provisional member, a letter is sent
welcoming them and explaining how provisional membership works. In the letter (sample
provided on the next page), they receive their NACE member number, the expiration date that
their provisional membership expires, a membership brochure, information on accessing our
website to learn more about NACE and our current programs and an offer to go ahead and
become a primary or affiliate member without paying the initiation fee. The Provisional
membership is valid for 6 months OR the expiration date of the original membership, whichever is
the earliest date. However, if the original membership expires in less than 3 months, we will
provide them a full three months of provisional membership so they have ample time to find out
what NACE is all about.

Communication is Key
Keeping track of members who move, change employers, or leave the industry is a
challenging task. Some members remember to notify their local chapter leadership or the
National office and update their record; many do not.
Local Chapters need to be in-touch with their members. A chapter that has regular
communications will be the first to know who is changing jobs and who will be replacing them.
Here are some steps the local chapter can take to help this process:
J
Place a phone call to the new person; introduce yourself and NACE.
J
Invite the new person to the next chapter meeting.
J
Call the day before the meeting to remind them and confirm that they will be attending.
J
Introduce them to other members at the meeting. Ask current members to tell them how
NACE membership has helped them in their professional, as well as personal, growth
and development.
J
After the meeting, followup with a note or personal phone call.
J
At minimum, call them prior to the next meeting and invite them.
J
Forward the new person's information to the NACE National office so that a letter and
information can be sent. Often, the National office is not aware of a change and the
sooner that a provisional letter can be sent, the better.
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SAMPLE LETTER – Provisional Member
*Note: This letter is sent by the National Office to new Provisional Members. It is
provided here as information; Chapters may adapt to a local level if desired.
date
Prov Mbr name
Address
Address
City, state, zip
RE: NACE Provisional Membership, I.D. # XXXXXX
Dear
We are very pleased to welcome you as a Provisional Member of NACE, the National
Association of Catering Executives. We are the industry's largest and oldest organization
representing over 3,000 catering professionals and related suppliers throughout the
United States and Canada.
What is NACE Provisional Membership? NACE provides "Provisional" membership to
professionals who move into a position with a company where the NACE Primary or
Affiliate membership already exists but is open due to a move or promotion by a prior
individual. This allows you, at no charge, to experience all the benefits of being involved
in NACE at the local and national level. Your Provisional membership is valid through XXXX-XX, and prior to this date, you'll have the opportunity to convert your Provisional
membership to a Primary or Affiliate membership.
A NACE membership brochure is enclosed, which outlines all the opportunities NACE
offers for professional growth and development. If you would like additional details on a
specific program, you can access our website at www.nace.net or call us at (410) 9979055. You'll get the most out of your membership if you become involved!
We do want to mention the 2001 Educational Conference, "Reach for the Stars"
scheduled for July 18-21 in Palm Springs, California. This is the BEST industry education
you can find, and includes keynote speakers like Wolfgang Puck, renowned chef and
restaurateur. Imaginative food and beverage events, our infamous Chef's panel, a wealth
of educational and networking opportunities, and a showcase of the latest products and
services available to the industry at your disposal. It is THE industry event of the year!
Specific details are available on our website.
We are pleased to have the opportunity to serve you. If you have any questions, feel free
to contact us – we want to make your NACE experience valuable and fun!
Sincerely,
Joyce Summers
Associate Director
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Kathy Steckler
Membership Services

Chapter Ten: Scholarships
10.1

Scholarship: Newsletter Text

10.2

Scholarship Criteria and Application

10.3

Request for Chapter Funds

10.4

NACE Leadership Conference Scholarship Form

10.5

NACE Educational Conference Scholarship Form

The Foundation of NACE
History:
In 1985, NACE created the Foundation of NACE to further the Association's positive
impact in educating future catering professionals. The Foundation's mission is to provide
research and educational programs that optimize operations, value and service. The Foundation
strives to support resources that develop and disseminate research and academic curricula to
enhance and improve knowledge. The Foundation was set up as a 501(c)(3) organization to
provide a vehicle for tax-deductible contributions.
In 1994, the Foundation made a significant, historic step forward when it provided a grant
to the Conrad N. Hilton College of Hotel and Restaurant Management at the University of
Houston, to develop curricula and courses of study leading to bachelor degree concentrations in
catering. The Conrad N. Hilton Foundation matched the funds. The curriculum project is now
complete and utilized by aspiring caterers.
In 1996, with matching support from the University and based upon projected annual
support, the Foundation made a 5-year pledge for the purpose of establishing the NACE Catering
Research Institute (CRI) at the University of Houston. The Institute's initial focus was on
developing a catering/convention services resource center to be located within the University's
library, providing continuing education programs, continuing curriculum development, and
generating greater awareness among University students of the numerous career opportunities
available.
Over the years, the Foundation has given over $300,000 to various universities. These
funds have been designated by the recipients to purchase textbooks, catering kitchen educational
equipment, seed the authoring of catering textbooks for university-level students, computers for
classroom lab work, video equipment for the documentation of student-produced, catered events,
provide salaries for new faculty who instruct catering and conference service-related courses.
More than 1,100 students have benefited from catering courses funded by the Foundation. In
addition, a textbook on hotel catering was written as a direct result of a grant to UNLV.

Current Initiatives:
The Foundation of NACE has three primary areas that it has pledged to support: The
NACE Educational Conference, the Catering Research Institute (CRI) and local NACE Chapter
education. Funds for these initiatives come through individual donations, company donations,
corporate donations, NACE Chapter fundraising, and other special programs offered by vendors
within the catering industry. The Foundation has a formal investment program whereby donations
are invested in long-term growth funds designed to maintain capital and generate interest income.
For more information, visit the Foundation web site at www.nacefoundation.org.
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CPCE: Certified Professional Catering
Executive
NACE encourages the professional development of caterers through voluntary
participation in its certification program.
Achievement of the Certified Professional Catering Executive (CPCE) designation
demonstrates expertise in catering earned by taking a comprehensive examination that covers all
aspects of professional catering.
The comprehensive, three-section exam was developed in collaboration with the
Educational Institute, a nonprofit foundation of the American Hotel and Motel Association.

Goals of the Examination Program:
J

Establish a nationally recognized standard of competence in catering.

J

Promote professional commitment to excellence in catering.

J

Endorse active participation in educational offerings that support the continued
competency of Certified Professional Catering Executives.

J

Aid employers in identifying qualified catering personnel.

J

Enhance the professional image of the catering executive.

J

Provide a sense of personal achievement for the advancement of one's career.

Benefits of Accreditation:
J

Recognition of professional ability by fellow catering executives, employers and the
public.

J

Potential for increased career opportunities in the catering industry.

J

Greater expertise in the catering profession.

J

Prestige of being one of the select group who earned the right to use the CPCE
designation.

Professionals who earn a CPCE designation must re-certify every five
years to maintain their accreditation.

Visit the NACE web site for more information
www.nace.net.
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CRI: Catering Research Institute
What is CRI?
The Catering Research Institute (CRI) is a joint effort between the Foundation of the
National Association of Catering Executives and the Conrad N. Hilton College of Hotel and
Restaurant Management. It was established to provide a comprehensive curriculum for
individuals who wish to pursue this area of hospitality as a career.

What Research Services are Available?
We have use of the Conrad N. Hilton College Library and Archives, which contains
graduate papers, periodicals, educational videotapes, and over 10,000 books relating to the
hospitality industry. In addition, over twenty professors and lecturers with numerous years of
experience in the hospitality industry, as well as the knowledge of NACE members provide their
expertise.

NACE CRI Services
Awareness of professional career opportunities: High school and community college
forums, distance learning or satellite distributed programs, partnerships to provide students with a
variety of apprenticeships.
Educational Opportunities: Management training work experience, mentoring, curricula
enhancement, student and faculty scholarships, continuing education programs, half day to week
long workshops and seminars

What is the Charge for Information?
Free of charge to all dues-paying NACE members. Non-members must pay a fee of $75
per hour with a three-hour minimum. Membership status will be checked as requests are
received.

What is a Typical Request by a NACE Member?
The requests vary greatly from menu development for ethnic, religious, or theme meals.
The CRI assists with questions relating to supplier information; decorating and theme design;
business issues and legal problems.

How Do I Make a Research Request?
You can use any one of the following methods for submitting a request:
1. Complete the request form on the web site (this is the preferred method)
2. Call (877) NACE-CRI (toll free)
3. Download Research Request form, fill it out and fax it to: (713) 743-2548
4. E-mail: nace.cri@cateringresearch.org

How Long Will it Take to Get Information?
You will receive a response within three business days. The time depends on the
workload and the depth of research necessary for your request. Requests are handled on a first
in, first out basis.
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Continuing Education Opportunities
The primary objective of the CRI Continuing Education program is to provide industry
professionals with information on the current issues and trends facing the catering and
convention services field. The continuing education program will couple theory with practice, and
prepare participants to face such issues as healthcare, human resources, public health and
safety, law, management, marketing and finance. The continuing education programs will be
offered to members of NACE at special discounted participant fees.
For more information, visit the CRI web site at
www.cateringresearch.org
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Chapter Recognition Clubs
The Centurion Club
Chapters who maintain 100 or more members become NACE Centurion Club members
and receive recognition at the annual NACE Leadership and Educational Conferences. These
Chapters have separate categories in the Awards program and with their larger size usually
comes chapter stability and strong leadership participation in our organization.

The Platinum Club
Chapters who maintain 200 or more members become Platinum Club members and
receive recognition at the annual NACE Leadership and Educational Conferences.
At this time no chapter has yet achieved membership in this coveted club although several are
close and hope to achieve this honor at the next NACE Conference.

The "Key" Club
NACE recognizes Chapters into the "Key" Club as the "keys" to the growth of NACE
when they achieve the retention rate of 80% or higher each year. The first members of the Key
Club, announced in January, 2001 at the Leadership Conference were:
Orlando (Centurion Chapter) with 88%
Honolulu, 89%
Southern Wisconsin, 85%
Northeast Florida, 83%
Desert Resorts, 82%
Greater Cleveland, 81%
Your monthly chapter reports are excellent guides to your progress in adding new
members and retaining current members. Make it a chapter goal to become a NACE Club
member of one or more of these!

11.4

Awards Program

NACE has established an annual awards program to honor its members' highest
achievements and outstanding contributions to the catering profession. Winners are recognized
at a gala awards ceremony held during the Educational Conference, as well as through articles in
The Professional Caterer and industry press releases.
Awards include:
Best Event Production
Catered Event of the Year
Best Theme Food & Beverage Presentation
Chapter Program of the Year (NACE Chapters only)
Best NACE Chapter Fund Raising Event (NACE Chapters only)
Spirit of NACE Award
Chapter Community Service Award (NACE Chapters only)
Chapter of the Year Awards (membership under 100; 100 & over)
Caterer Member of the Year
Affiliate Member of the Year
NACE Hall of Fame Award
The "Call for Entries" is mailed each spring to each member of NACE (sample follows this page).
A judging panel is assembled of industry professionals, with most of the judging taking place
during the NACE Annual Educational Conference. When high numbers of entries are received in
some categories, preliminary judging may take place prior to the Educational Conference.
The Award winners are announced and honored at the closing gala event during the Educational
Conference.
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Chapter President's Monthly Report
Each NACE Chapter is required to submit a monthly report to National Headquarters about
meeting activity, membership, finances, etc. Chapter rebates are based on report submissions;
rebates may be withheld if monthly reports are in arrears. These reports also help to keep
communications open between the National office, National Board, Regional Vice Presidents and
the chapters, as well as make the National office aware of problems, successes and other areas
for which support can be provided.
The National office compiles the report information for each region and provides each Regional
Vice President a monthly report.

Chapter President’s
Monthly Report
Please return this report by Email or Fax (410-997-8834) to
Kristy Ratcliffe at NACE headquarters by the 10th of this month.
To Reply Using this Email: Go to Edit and click on "Select All". This will highlight all the
text contained in the body of the email. Then click on your "Reply" button. This will allow you
to type in the information after each question. When you are finished, click "send".
To Reply Using the Attached Word Document: Open the word document, complete the
questions and return it via e-mail as an attachment. You can also print the word document,
complete the questions and fax back to NACE.
For questions, please contact Kristy Ratcliffe or Joyce Summers at (410) 997-9055.

*******************************
Date:
Chapter Name:
Membership
Membership Count/National:
Membership Count/Chapter:
Date Roster Received:
Date Rebate Received:

Chapter Board Meeting
Last Board Meeting Date:
Location:
Minutes Taken and Distributed:

Yes

No

Most Recent Program:

Monthly Program Description:
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Finances: Bank Balance $
(Bank statement required quarterly by end of following month - i.e. 1st Quarter due by April 30th)

Meeting Statistics
# Of Members (Primary and Affiliate):
# Of Guests:
Total Meeting Attendance:
Was the attendance: Pick what best applies (Please X Answer)
a) Higher than usual
b) Lower than usual
c) About the number that normally attend
If the attendance was lower than usual, were there any circumstances, either predictable or
unanticipated that may have accounted for the turnout?

Chapter Issues
Who will be your Mandatory Chapter Representative at the CPC meeting during the Educational
Conference?
Date of Last contact with Regional Vice President:
Method of Communication (Please X in front of answer):

Phone

Fax

E-mail

In-person

Any specific questions or concerns and inquiries we can help you with? Please use additional sheets if
necessary.

Newsletter (Please X in front of answer)
Does your chapter publish a newsletter?

Hardcopy

E-mail

Both

If hardcopy, please mail a copy of each issue to NACE Headquarters, attention Kristy Ratcliffe.
If E-mail, please include NACE on your e-mail list: kratcliffe@nacenet.org

Chapter Leadership
If a person has not changed from the prior month, enter NC, (NO CHANGE )
If a position is not filled, enter OPEN
If a position does not currently exist on your board, enter N/A for (NOT APPLICABLE )
President (Primary member):
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Vice President (Primary member):
Secretary (Primary Member):
Treasurer:
Affiliate Representative:
Membership:
Program:
Newsletter:
Web Site:
Education:
Historian:
Community Service:
Fundraising:
Hospitality:
Immediate Past President:
Ethics:
Any others:

Other Needs or Kudos
Please let us know anything else, you think we should be aware of... or if we've managed to solve a
nagging problem, let us know that!
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