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Preface


This handbook is intended to be of assistance to you as an Orlando Chapter of NACE member and to help you maximize your membership.
Within these pages you will find standing rules and guidelines that have been developed by the Board of Directors, the benefits of being a NACE member on the National and local level, ways you can become actively involved in your Chapter operations and as an informational tool for members.

This document is designed to be updated periodically and the Board welcomes any and all suggestions or ideas for changes or inclusion to these guidelines to make “your” Chapter better. Please bring any feedback to any member of the Board of Directors.

About NACE


Mission Statement:
Providing catering and event professionals superior education, networking, and resources to enhance career success and deliver excellence to clients.

NACE is the oldest and largest professional association that addresses all aspects of the catering industry. Through the collective efforts of members, local chapters, committees and the Foundation of NACE, NACE is at the forefront of the issues that directly affect you and your business.

From practical tips that you can use to provide better service to your clients, to recognition and marketing programs that enhance the credibility and professionalism of the field, NACE is on the cutting edge. From educational programs to standards, to ethics, to 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. 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. And the NACE Executive Committee 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. 

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. 

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 50th anniversary on June 3rd, 2008. 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 15-18 DOCs in New York were originally employed at the Waldorf Astoria."

"At this time there were not any chains, so these Directors decided that they should form an organization to keep all the business within themselves as well as promote good fellowship and relations. They also felt that their positions were not being recognized on the same level as the Directors of Sales and Marketing. They could promote their positions through an association. Thus the Banquet Managers Guild was formed. The date was June 3, 1958."
For two years, the Banquet Managers Guild existed only in New York City. In 1960 Joe Haney, who had previously worked at the Waldorf Astoria left and took over as General Manager of the Warwick Hotel in Philadelphia. He encouraged his catering manager, Vincent Definis, to join the Banquet Managers Guild in New York. He went to see Clyde Harris, current president of the guild, saw the potential for the association, joined the guild and was member number 12.

Travel to New York on a regular basis was difficult for Mr. Definis, so he began forming a Philadelphia chapter. 1n 1964 this was accomplished and the Banquet Managers Guild became a national association.

In 1965, the first seminar that preceded what we now know as the NACE 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, the first woman 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 50th anniversary in 2008, 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.

Code of Ethics


· Members shall, at all times, conduct themselves and their professional activities in

conformance with the laws of the land.

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

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

· Members will have sympathetic understanding of the problems of fellow members. This

understanding is a unifying and strengthening force.

· Members shall transact all business on behalf of the association in accordance with the

bylaws, policies and procedures manual, laws of the land and this code of ethics.

· Members shall not engage in activities harmful to the purpose of NACE, nor use their

position in the association to exploit personal views.

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

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


When you join NACE, you immediately become part of an extended family, there to help you with all your business and career needs. You immediately have a long list of member benefits at your fingertips—most only a mouse click or phone call away. From more than 40 local chapter meetings across the country to the premiere industry annual conference, from exclusive professional certification to monthly news and trends reports, you gain access to valuable tools and resources designed to move you to exactly where you want to go.
Outstanding Networking Opportunities: Let NACE help you build your professional network. National conferences and seminars, local chapter events, member directories, leadership training – these and more offer our members the chance to network with colleagues, experts, and professionals from their own and related industries.

Local Chapter Meetings: Chapter meetings are held monthly on the 4th Tuesday of the month.  Announcements and Registration are available online through www.orlandonace.com
Relevant Educational Services: You have the chance to attend national and local NACE seminars, often offered through local NACE chapters, and all designed to ensure you stay up to date with what’s going on in your industry.

More than 40 Chapters Nationwide: Your local NACE chapter gives you the chance to learn, share and grow with colleagues close to home. Chapter involvement offers peer-to-peer idea sharing, opportunities to build professional relationships, and the chance to hear the latest industry news—in addition to giving you access to nationally known speakers and high quality educational programs tailored to your interests and locale.

Experience! Annual Conference: The finest national showcase of industry trends in catering and event design! Each summer, nationally recognized speakers and catering and event professionals bring the year’s innovations in menu planning, food preparation, entertainment, event planning and décor to the NACE conference. It’s your opportunity to learn new skills, meet and network with colleagues, build your career, and gain the experience you need to advance in your profession.

Certified Professional Catering Executive Certification: Available to all hospitality professionals, the CPCE certification is the best in its class and members achieving this certification are consistently recognized as the best in the industry. Course materials, research and tests are kept on the industry’s cutting edge, so candidates are assured of receiving the most critical, up-to-date information available. As of May 2007, NACE has contracted with the University of Central Florida to revise this program. The newly-revised certification program will be based on seven core content areas, which will reflect practitioner competencies required in the industry, as well as strategic elements for the future. Details on the launch of this new program will be added to the website as they become available.

Online Membership Directory: Looking for colleagues in your state? Interested in partnering with compatible businesses? Hunting up old friends you met at that last NACE seminar? Search for members by chapter, state, or type of business using the on-line NACE Membership Directory.

Consumer Directory: Reach more potential customers through the Consumer Directory, a web service allowing consumers to search on-line for caterers, florists, photographers, venues and other event suppliers. Only NACE members can list their services here.

NACE e-News Network: Don’t miss an event! Stay up-to-date on the latest NACE events and news with our regular monthly e-news, featuring educational opportunities and industry news and events.

NACE Trends Report: NACE conducts member surveys to analyze industry trends and hot topics that help you stay ahead of the curve in your business. New NACE Trends Reports are sent to all members electronically on a regular basis.

Leadership Summits: Getting involved with NACE on any level can result in a big pay off. Chapter Presidents and other local NACE volunteer leaders are eligible to attend NACE Leadership Summits, annual training and educational sessions with the NACE Board of Directors.

Awards program: Be recognized among your peers! The National NACE Awards Program honors the outstanding achievements and contributions, as well as the vision and inspiration, of our members at an annual gala and in industry publications. Chapter awards are given annually to Caterer Member, Event Professional Member, and for the George Zell Spirit of NACE.  These award winners are then submitted for the same category on the National level for award at the Experience! Conference gala.
catersource Magazine: NACE members will receive a complimentary subscription to catersource Magazine, published by Catersource Magazine, Conference & Tradeshow.

Career Opportunities: through the NACE job board, post your resume or find your next position to advance your career. 

The NACE Advantage Program: companies with special business offers to NACE members are listed here. Companies such as Staples, Fed Ex Shipping and Amazon.com have some excellent values.
Scholarships: Annual scholarships for members and students are available for attending Leadership Summits and/or Experience! Conference. 

How to Maximize your NACE Membership


1. AT EVERY MEETING, SIT OR TALK WITH A NEW MEMBER!  Try this for one year and see the benefits. If you try for only one or two months, this will not work.  It takes some time to be successful – give it one year and you will be amazed at the relationships you make, and the business you will receive. 

2. VOLUNTEER FOR A COMMITTEE OR BOARD POSITION FOR A ONE YEAR TERM!  Your fellow committee members will get to know you better.  Their gained trust in you will ultimately lead to business opportunities. 

3. AS AN EVENT PROFESSIONAL MEMBER EXPECT TO BUILD A RELATIONSHIP WITH A CATERER FOR YOUR FIRST YEAR, NOT necessarily GAIN BUSINESS.  After building that relationship and showing your commitment to their success, business will follow. 

4.  THANK MEMBERS FOR THEIR BUSINESS PUBLICLY AT THE MEETING SO OTHERS CAN HEAR YOU!  This will help them, and gain respect for you.  

5. ALWAYS CALL NACE MEMBERS FIRST TO DO BUSINESS WITH – it will come back to you in business, as well. 

6. ATTEND MEETINGS, INTERACT AND SHOW PEOPLE THAT YOU ARE COMMITTED TO ATTENDING. 

7. ASK QUESTIONS AT MEETINGS.  People love to talk about their business.  You will learn, and a relationship based on respect will grow. 

8. SUPPORT MEMBERS BY USING THEIR PRODUCT WHENEVER POSSIBLE, (and suggest other NACE members’ products to your clients!) 

9. FOCUS ON THE POSITIVE!  Do not think about what you don’t get out of NACE.  Concentrate on the positive and what you did receive from NACE.  If you give one year, following the 10 tips above, you will be successful in NACE and your business.  Most importantly, you will be a better business person as a whole.
Membership and Conference Attendance ROI


	Consider the Return on Investment [ROI ]

for your Catering Department

Realize measurable results immediately following conference attendance
We encourage you to consider the significant ROI/Benefits of Employees and to Employers for attending NACE Conferences and Membership in NACE: 



	 

Conference ROI for Employers 

 Measurable post- conference results

· Jump start training that may not be offered currently within the company 

· Develop Leadership 

· Expose employees to ideas outside our own property/company/geographic area 

· Offer as a Reward or incentive 

· Expand the benefit by having one attendee deliver a formal presentation to staff upon return from conference 
· Provide valuable information gathering for state of the art ideas in catering and cuisine 
NACE Membership ROI  for Employers 

· Expose employees to what other properties in the local area are doing 

· Develop ‘friendly competitor’ relationships with other properties that may refer business 

· See new vendor services 

· Network with other properties and develop a resource for references on local vendors and services 
 


	Conference ROI for Employees 

 Measurable post- conference results

· Jump start training that may not be currently offered within the company 

· Gain exposure to ideas outside our own property/company/geographic area 

· Develop leadership skills 
· Take advantage of an opportunity to learn new techniques, ideas, skills and then share them with my employer and fellow staff 

· Network within the industry as a resource for my current employer 

· Take the temperature of the industry in other cities, both comparable and different 
NACE Membership ROI  for Employees 

· Learn what other properties in the local area are doing 

· Develop ‘friendly competitor’ relationships with other properties that may refer business 

· See new vendor services 

· Network with other properties and develop a resource for references on local vendors and services 

· Develop long term personal relationships within the business community 

	NACE supports, 

trains, and provides

 the expertise our members and 

attendees seek. 

Plan to register

 your employees for the NACE 

Educational 

Conference 

---a smart 

investment in professionalism.  

For more

information, visit http://www.NACE.net 

or call NACE Headquarters 

at 410. 290.5410


	
	
	


Membership Categories and Dues Structure 


Professional Members: 
These members are currently employed or self-employed in, or who supply the catering, event, or hospitality industries. Professors and teachers of accredited, college level courses relating to the catering, special events and hospitality industries may also join. Professional members may vote in chapter and NACE national elections, hold any office in which they meet the required criteria and serve on committees. Professional members will be assigned to a chapter in their geographic area or, if no chapter exists in their location, the member will be considered a member-at-large. 
Student Membership
This membership is available to individuals enrolled as a full-time student in an accredited college or university hospitality undergraduate or graduate program. Student Members may serve on committees, but they may not vote, hold office, or serve on the Board of Directors. This membership is available for no more than five (5) years in an undergraduate academic program and no more than three (3) in a graduate program, as long as the member provides annual proof of the full-time enrollment qualifications.
Multi-Membership
This membership category is made available to businesses with three or more people at the same company and same location. A discount is provided for multiple members at a location. The company must maintain at least three members at all times. 

Honorary Membership
Honorary Membership is bestowed on an individual in recognition of lifetime achievement in the catering field.

Membership Replacement
Membership in NACE is non-transferable and belongs to the property, individual or organization that pays the membership dues. Members replacing a member at a location will be considered the new member and the previous employee is considered a transitional member. The new member will take over the membership, including the paid through date, and the transitional member will have 90 days to reinstate their membership fees. Reinstatement fees will not be assessed up to 90 days and the transitional member will have member privileges for 90 days. Please contact the NACE membership department with questions regarding NACE membership replacement. 

First Year Single Professional Membership Dues.................................................................................................................................$395
(includes one-time initiation fee of $50)

Second Chapter Member Annual Dues...............................................................................$50
(add more chapter(s) to your membership, in addition to annual membership dues)

Multiple Member Annual Dues (minimum of 3 individuals  at the same location same company required)

First Two Professional Members....... ...............................................................................................$395
(each includes membership in one local chapter)

Additional Professional Members, each...................................................................................................................................$320
(includes membership in one local chapter)

Student Member Annual Dues....................................................................................................................................$50

(must be full-time student, junior or senior level, in a hospitality program)

Chapter Monthly Meeting Dues -Members……………………………………………………………………………………...$35

($5 late fee assessed for registration after registration deadline)

Chapter Monthly Meeting Dues – Non Members/Guests………………………………..$50
($5 late fee assessed for registration after registration deadline)

Chapter Monthly Meeting Dues – Students ………………………………………………..$25

($5 late fee assessed for registration after registration deadline)

Event Professional Meeting Sponsors .……………………………………………………..$25

(Event Professional members who donate/sponsor products or services for the monthly

meetings receive a reduced registration rate for one (1) member.  Event Professional Director

and registration personnel will coordinate manual registration for this special rate)
No Shows – If you are not able to attend a monthly meeting and have registered you will be billed for the full registration fee.  Attendance guarantees are given to the host venue/caterer 48 hours prior to the meeting. Monthly meeting dues are used to cover the cost of food and beverage and any program/speaker costs associated with the meeting.
You may send another member in your place without an additional charge. However, if a non-member is sent in your place there will be an additional $15.00 fee to change the registration to that of a non-member/guest.

Board of Directors 


The Orlando Chapter of NACE holds annual elections for the Board of Directors in October. Installment of the new Board of Directors is held in November.  Board positions are for a one year term. Elected positions are President, Vice President, Secretary, Treasurer and Event Professional Director
Following are the job descriptions for each of those positions along with the descriptions of appointed positions on the Board as well.

CHAPTER PRESIDENT RESPONSIBILITIES

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

Must be a primary member.

Report to the CPC Council and the local chapter.

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

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

Chair board of directors meeting, create agenda, and send out the Friday prior to the board meeting.

Update membership on recently developed chapter and national news.

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

Complete Monthly President’s report.

Maintain the Chapter Charter book each month.

Attend the two Regional retreats.

Serve as liaison between the local chapter and CPC.

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

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

Introduce new members at monthly meetings.

Appoint Committee chairs, if vacancy occurs, with approval of Board of Directors.

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

Call all monthly meetings to order.

Serve a liaison with other chapters for the WOW Awards.

Call all new members to welcome them into chapter.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

Annually review and amend chapter by laws.

CHAPTER VICE PRESIDENT RESPONSIBILITIES

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

Must be a primary member.

Vice President will call all about to expire memberships.

Manage the Registration table at monthly dinner meetings.

Call people who have dropped and conduct an “exit interview”.

Act as Chapter president in their absence in accordance to chapter by laws.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

Attend yearly Leadership Conference. (optional)

Attend Community Service events. (optional)

CHAPTER IMMEDIATE PAST PRESIDENT RESPONSIBILITIES

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

Must have served as Chapter President.

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

Serve as Nomination Chair and coordinates installation of new officers.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

CHAPTER SECRETARY RESPONSIBILITIES

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

Position is open to all members.

Take minutes for all official meetings and Board retreats.

Send minutes out to President within ten days of last meeting.

Read prior month’s meetings minutes at each Board meeting.

Write Thank You letters to facility and to all members who provided or donated services.  

Maintain all NACE correspondence.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

Establish a quorum at Board meetings.

Record any motions, who set the motion, who seconded and what the vote count was for approval.

CHAPTER TREASURER RESONSIBILITIES

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

Position is open to all members.

Collect money as guests check in, and give receipts.

Confirm number of attendees with Programs and pay facility at the end of the meeting.

Collect receipts and issue checks.

Monthly financial report to President within ten days of monthly meeting.

Monthly expenses, receipts, raffle monies and membership income to Chapter Board.

Up to date record of raffle income.

Yearly summary.

Work with entire membership to develop budget.

Balance bank statement with checkbook.

Give to Chapter President monthly meeting attendance of members and guests, financial by 3rd of next month.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

Bill all “no shows” within 3 business days after monthly meeting.

Invoice newsletter advertisers.

CHAPTER EVENT PROFESSIONAL DIRECTOR RESPONSIBILITIES

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

Must be an Event Professional member.

Acknowledge all Event Professionals during the year.

Act as liaison between the event professional members and the catering membership.

Confirms with programs on members who will be donating or providing services for monthly meetings, two months prior.  Will communicate to Secretary the day after the monthly meetings for thank you notes.

Network with other event professionals and serve as a liaison with other Chapters.

Announce the event professionals who have donated or provided services for the monthly meetings.
Report to National Event Professional through written or verbal report on membership information.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

Submit bi monthly Event Professional Spotlight for newsletter.

Send list of Event Professional donations to Secretary by the day of the monthly dinner meeting.

CHAPTER PROGRAMS CHAIRPERSON RESPONSIBILITIES

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

Open to all members.

Work with Board to establish a budget and use funds for speakers.

Try to average 80 attendees for monthly meetings.

Complete monthly program recap to newsletter by ten days after monthly meeting.

Confirm equipment with speaker and coordinate with the Affiliate rep. Ten days prior to monthly dinner meeting.

Submit the Chapter “Program of the Year” information to the Board by the March meeting, so that it can be reviewed and sent to National by May 15th.

Submit a Program for the Educational and Leadership Conference, ten weeks prior to the President.

Send out yearly survey’s to assess the members needs with programming.

Attend at least nine Board meetings and nine monthly dinner meetings.

Send Secretary the name and address of the host facility by the day of the monthly dinner meeting.

Send Thank You letter to the host facility no later than five days after the monthly dinner meeting.

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

In charge of running monthly dinner meetings.

Fax or e-mail the timeline / agenda by Monday at noon for Tuesday’s dinner meeting.

Get monthly meeting information to Webmaster two months prior to meetings to get it on the web.

CHAPTER MEMBERSHIP CHAIRPERSON RESPONSIBILITIES


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

Open to all members.

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

Promote membership drives.

Correspond with prospective members.

Liaison with National Membership regarding memberships: New and Renewals.

Liaison with Hospitality chair regarding new members and guests at monthly meetings.

Communicate to National of Roster changes:  Membership update form: new address, name, business, phone, e-mail and any other changes.

Host and introduction of new members at monthly meetings.

Verify Nationals membership list and advise of new members if not recognized in a timely manner.

Maintain the member and guest name badges for monthly dinner meetings.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

CHAPTER COMMUNITY SERVICE /FUNDRIASING CHAIRPERSON RESPONSIBILITIES

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

Open to all members.

Organize a Fundraising/Community Service Committee to assist with implementing fundraising and community service events.

Collect raffle items for monthly meetings.

Organize at least three local charity events per year.

Organize two fundraising events per year

Submit required information for the Community Service of the Year National Award.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

COMMUNICATIONS CHAIRPERSON RESPONSIBILITIES

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

Open to all members.

Build relationships and interact with media contacts to include local, regional and national print and electronic media sources.
Invite members of press and media to monthly meetings and events, when appropriate.

Prepare and submit press releases (with photos) before and after each monthly meeting, after each Leadership Conference and Educational Conference and on other NACE activities (community service/fundraising).

Publish the monthly meetings in local calendars.
Copy all press information to Historian.

Partner with newsletter staff to create a newsletter distributed to NACE members.

HISTORIAN RESPONSIBILITIES

Represents the membership at the Board meetings and all other local NACE meetings.

Open to all members.

Submit / develop the Chapter theme for Chapter awards by August.

Collect data, collectables, and pictures from the monthly meetings and activities.

Submit the Caterer of the Year, Event Professional of the Year,  Chapter of the Year, and Chapter Community Service to National by May 15th.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

STUDENT RELATIONS CHAIRPERSON RESPONSIBILITIES

Represent students of UCF at Board meetings and all other local NACE meetings.

Schedule students to assist on committees.

Serve as student faculty advisor.

Attend at least nine Board meetings and nine monthly dinner meetings.

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

Responsible for putting a successor into place to take over your position should you need to step down.

COMMITTEE CHAIRPERSON
The chairperson presides over meetings of the committee and conducts its business in an orderly fashion.  When the group is not in session, the officer's duties often include acting as its head, its representative to the membership and its spokesperson to the Board and membership.
Duties of a chairperson include, but are not limited to:

Attending, scheduling and presiding over Committee Meetings

Communicating meeting information to the Board 

Communicating Board information to the Committee

Determine goals and a timeline for the year

Determine agenda items for the meetings

Coordinating and presenting information to the membership

Keep the Committee focused on the mission and vision

Delegate assignments and duties

Sign and approve business matters (with Board approval if necessary)

Develop a budget (if applicable)

Chapter Meetings 


The Orlando Chapter of NACE holds a monthly meeting on the 4th Tuesday of each month.  There may be times when meetings are changed from the 4th Tuesday and members will be notified of such in a timely manner.
Chapter meetings are presided over by the Chapter President and Chapter Programs Chair and consist of Registration time, Networking/Cocktail time, Dinner and a Program.  It is the goal of the Board of Directors to hold meetings that will be educational and entertaining and allow a showcase opportunity to its members.

The Programs Chair and Event Professional Director coordinate the venue, menu, décor, etc. for each meeting.

Caterer Members are recruited to host monthly meetings at their property or, if an off-premise caterer supply the food and beverage for the meeting at a non-catering venue.   Event Professional Members are recruited to supply décor, centerpieces, linens, etc. for meetings. This is an opportunity for the participating member to showcase their talents, products and/or services before the entire membership.  Each participating member is given the option of having podium time during the program for a short commercial of their business and will have their logo displayed on the Chapter website for a period of one month following the meeting.

Meeting surveys are distributed no later than three days after the meeting to all who registered in an effort to gain feedback on the meeting and are presented to the Board of Directors for action, if necessary.

