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THE DIRECTOR'S OATH OF OFFICE

"On my honor, | solemnly pledge myself to accept the
responsibilities of the office of Director....to abide by the
Constitution and Bylaws....to uphold the dignity and prestige of
NMA....to conduct myself according to its principles....to believe in
and lead by the Code of Ethics....and to further all NMA
objectives."
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CODE OF ETHICS

e | will recognize that all individuals inherently desire to practice their occupations to the best of
their ability.

e | will assume that all individuals want to do their best.

¢ | will maintain a broad and balanced outlook and will recognize value in the ideas and opinions
of others.

o | will be guided in all my activities by truth, accuracy, fair dealing and good taste.

e | will keep informed on the latest developments in techniques, equipment, and processes. | will
recommend or initiate methods to increase productivity and efficiency.

o | will support efforts to strengthen the management profession through training and education.
o | will help my associates reach personal and professional fulfillment.
o | will earn and carefully guard my reputation for good moral character and good citizenship.

e | will promote the principles of our Free Enterprise System to others, by highlighting its
accomplishments and displaying confidence in its future.

o | will recognize that leadership is a call to service.

PRINCIPLES OF MANAGEMENT

NMA is dedicated to managerial excellence, personal and professional growth, and leadership
development. The following principles identify NMA's core beliefs and provide the basis for the NMA's
Mission Statement.

e We believe in the highest standards of personal and organizational integrity and respect for the
individual.

e We believe in lifelong learning, continuous improvement, and the development of a workforce
capable of sustaining a competitive posture in the global economy.

e We believe management is a creative, dynamic, and essential process enabling people to
achieve personal and organizational objectives.

e We believe that managerial responsibility is shared among all individuals at all levels of the
organization and that leadership is critical to management success.

e We believe that individuals and organizations have a community and civic responsibility.
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FORWARD

So now you are an NMA Director...and working at the highest level in NMA. You are
eager to start your new duties and perhaps just a bit confused about where to begin.
That's a feeling shared by most new Directors, but with your experience as a chapter
leader you should become a veteran Director fairly fast. However, you want to be sure
that your chapter background will serve as the springboard for leadership at the national
level and not as a limiting factor. As an NMA Director, your responsibilities as a leader
take on a broader dimension.

You will enjoy your experience as a Director. You have an opportunity to make a
substantial contribution to the progress of NMA, to expand your personal leadership
horizons, and to make new friends. How much you gain in personal growth and
experience is directly related to the contributions you will make to NMA THE Leadership
Development Organization.

This booklet is intended to introduce you to your major duties as a Director and/or
Associate Director. It is a starting point and will help you become familiar with your new
duties. Throughout this document the term Director applies to both Director and
Associate except as noted below.

NOTE: The differences between a Director and an Associate Director is that the
Associate does not have to attend the NMA Board Meetings, does not have voting
rights on the board, and is not eligible to serve on standing or special committees. The
term of office for the Associate Director expires on December 31% and needs to be
renewed annually.
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Introduction

The role of an NMA Director or Associate Director is not only challenging, but it is key
to the success of NMA. He or she has an opportunity to make a substantial
contribution to the progress of NMA, to expand personal leadership horizons, and to
make lasting personal and professional friends. How much one gains in personal
growth and experience is directly related to the contribution one makes to NMA...The
Leadership Development Organization

There are four words which represent the main responsibilities of an individual who
serve as a NMA Director. These words are AID, INTERPRET, COOPERATE and LISTEN.

AID...chapter officers in organizing and conducting efficient chapter operations, such
as planning valuable programs and placing emphasis on values and services to be
gained from NMA.

INTERPRET...NMA policies, procedures, and new developments in educational
materials to executive leadership and officers of assigned chapters.

COOPERATE...with other Directors / associate Directors and NMA staff in the
development of policy and the formation of new NMA chapters...with councils in their
activities, and with chapters, to promote teamwork and leadership development.

LISTEN...to those you serve!

The rest is up to you!

LEADERSHIP

Your job is not merely an honorary position; it is one of providing personal leadership to
chapters/councils. Providing this leadership at the chapter/council level is one of the
basic reasons for maintaining Directorships. As an individual you must accept
leadership responsibility as well as teach it to others.

What you do and say are important, not just to chapters and councils but also to
companies and organizations. You are in a position of authority and leadership where
you can promote NMA.

As NMA prestige continues to grow, its responsibility to American businesses,
industries, and organizations grows. Directors must share in this responsibility by
becoming more aware of the problems of management and by assuming leadership in
finding solutions.
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DUAL ROLE OF A DIRECTOR

As a Director you fill two roles. First, you are a policy-maker who must consider what is
good for NMA. Secondly, you are the representative of the chapters and councils to
which you are assigned. With homework, diligence, and an open-mind, you will be able
to make critical decisions when those two roles sometimes conflict!

TERM OF OFFICE

Directors volunteer for a three year term by filling out a Director Petition. Director and
Associate Director Appointments can be made by the Executive Committee or the Area
Chairs and are in effect only for the calendar year appointed.

DUTIES OF A DIRECTOR

An NMA Director position requires a lot of thought, planning, and hard work. Directors
help establish national policy and make vital decisions affecting NMA'’s well being.
Directors counsel assigned chapters and councils and serve as their liaison with the
Board of Directors.

Directors are the vital communication link between NMA and the chapters/councils.
Directors have to be well prepared for this role. Directors should have a sound
understanding of NMA's objectives, goals, activities, and programs.

The majority of Director responsibilities are outlined below, however, more effective
Directors go beyond the stated duties and devise a personal plan of action.

Responsibility to the Board of Directors
— Attend board meetings (3 each year)
— Represent chapter views on board policy decisions
— Counsel chapters on board decisions affecting chapter operations
— Be aware of views of other Directors on the Board and in your Area
— Participate in NMA Leadership Development Conferences
— Submit a copy of your Director's Monthly Service Report (every month)
Responsibility to Assigned Standing Committee
— Serve on assigned committees (2)
— Attend each committee meeting and fully participate
— Follow through on committee activities which may occur between board
meetings
Responsibility to Assigned Chapters/Councils
— Maintain monthly communication with assigned chapters and councils
— Visit each chapter at least twice each year
— Assist chapter leaders in establishing annual goals and objectives
— Keep chapters informed on all NMA programs
— Alert chapters to the need for annual renewals (i.e., CEU, Ed div, etc.)
_5-
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Encourage chapters to participate in NMA awards and recognition program
Review chapter and NMA with executive advisors or other executives in
assigned chapters

Keep chapter membership aware of the NMA organization

Install chapter officers

Encourage assigned chapters to join an area council

Participate in and contribute to local council program

Function with assigned council in same manner as with assigned chapter (s)

Responsibility to Area Chair

Report to Area Chair

Receive chapter assignments from Area Chair

Report each chapter contact to Area Chair on Director's Monthly Service
Report

Advise Area Chair of any chapter's special needs

Report to Area Chair when you are unable to fulfill a commitment

Responsibility to NMA Headquarters

Keep NMA headquarters informed of activities

Submit a copy of your Director's Monthly Service Report (every month)
Report any problem areas with assigned chapters to the appropriate
headquarters personnel

Keep in contact with the staff advisor of the committee to which you are
assigned

Read all communications from headquarters to chapter and council leaders
Cooperate with staff in conducting NMA Conferences

Estimated Director Expenses and Time

Meeting Cost Workdays Days
January Board Meeting $1,000 1 2
Leadership Development
Conference 700 2 2
July Board Meeting 1,000 1 2
National Conference 1,500 4 2
Chapter Servicing 0 0 3
$4,200 8 11

Dollar estimates may vary slightly depending on distance to be traveled. Chapter
meetings are almost always held in the evening. Work days for chapter service would
require no more than one day at a time, often only 1/2 day, again depending on the
distance traveled. Those days would be spent in attending chapter board meetings,
general membership meetings, or conducting leadership training.

(Based on an average of 3 or 4 assigned chapters)
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BOARD MEETINGS

Much of the Director’'s work centers on the Board of Directors meetings. Directors are
involved in the decision-making process that determines the future of NMA.

WHEN ARE THEY HELD?

Board meetings are held three times a year. The Executive Committee determines the
meetings in January and July (usually in Dayton, OH), and the fall meeting is held in
conjunction with the Annual Conference. Attimes, the Chairman of the Board may elect
to have an Executive Committee telecon in lieu of a physical meeting.

Site of the Annual and Leadership Development Conferences are selected well in
advance. Every effort is made to move them around the country and avoid religious
holidays if at all possible.

Notices of the Board meetings, schedule of activities, and a reservation form are sent to
Directors in advance. Always mail, e-mail, or fax your reservation forms promptly, even
if you are unable to attend, Directors are requested to submit a notice, to
Heidi@nmal.org that they will not be able to attend.

In addition, upon your request, a personal letter from the NMA President may be sent to
the company/organization executive whom you designate to receive "official notice" of
the necessity of your presence at board meetings.

THE MECHANICS OF A BOARD MEETING

The schedule of meetings normally covers two days. The geographic area meetings
along with the Standing Committee meetings and a full Board meeting are usually held
on the first day. On the second day, the full Board meets again. This sequence of
events is altered slightly at the NMA Annual Conference, due to Officer Elections

A typical scenario of a board meeting might look like the following:

Pre-meeting - The Elected Officers and NMA Staff meet the day before, in order
to review assignments and "check signals" prior to the board
meeting. The Finance and Planning Committees meet to conduct
their business. The Planning Committee includes the Elected
Officers along with Standing Committee and Area Chairs.
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First Day The full Board convenes for the first time to hear reports of
elected officers and NMA President, handle carryover items, and
add any new business to the agenda, which will be considered
during the second session. The Standing Committees and Areas
meet to work on goals and objectives. They are responsible for
preparing a report on their activities.

Second day The Board of Directors reconvenes to hear all Area and
Committee reports. Based on the reports, an Action Item List is
established by the Secretary. Following is a typical agenda for a
full board meeting:

First session:

Financial Report by the Treasurer
Report of the Chairman of the Board
Report of the NMA President and/or staff
Any additional "preliminary"” business

1. Callto Order

2. Invocation and Pledge to Flag

3. Approval of Alternates & Installation of any new Directors
4. Roll Call

5. Approval of Minutes of Previous Meeting

6. Correspondence

7.

8.

9.

10.

Second session:

11. Reports of the Standing and Special Committees
12. Reports of Area Chairs

13. Unfinished Business

14. New Business

15. Adjournment
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APPOINTMENT OF AN ALTERNATE

When a Director is unable to attend a board meeting, an alternate may be appointed to
attend with voting privileges. To appoint an alternate, a written notice including the
alternate's name must be sent to the NMA Secretary. Last-minute notification should be
faxed or emailed to NMA headquarters. An alternate may be any member of NMA in
good standing other than a current Director or Elected Officer. If you cannot attend an
upcoming board meeting, it is strongly recommended that you send an alternate. This
is an excellent opportunity to improve understanding of the "national scene” within your
own chapter ranks. It might also encourage others to follow in your footsteps by serving
on the Board of Directors in the future.

STANDING COMMITTEE APPOINTMENTS

The NMA Chairman of the Board appoints committee chairs and with the NMA Staff
assistance assigns Directors to various committees. If possible, each standing
committee has a Director from each area.

In advance of an appointment, Directors have an opportunity to express their preference
for committee assignment. All Directors serve on two of the four standing committees:

STANDING COMMITTEE FUNCTIONS

Reports - each standing committee keeps minutes of the meetings. In addition, reports
are prepared and presented to the Board of Directors by the Chair or a designated
standing committee member. These minutes are then forwarded to NMA headquarters
to attach to the Board of Directors minutes.

Staff Advisor - a member of the NMA staff is assigned to each standing committee in
an advisory capacity and has no voting privileges.

Motions - after the meeting, a committee may make recommendations at the Board of
Directors meeting. Any Director may make a motion from the floor as well. Robert's
Rules of Order are followed. Any standing committee action may be reviewed and
subsequently altered by either the Executive Committee or the full board. The Board of
Directors may override actions taken by the Executive Committee. This approach
streamlines the conduct of business as well as leaving the ultimate authority in the
hands of the Board of Directors.
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QUALIFICATIONS FOR DIRECTORSHIP

ELIGIBILITY

Director — Any member in good standing of an affiliated NMA chapter, who has expressed
a desire to serve as a Director may volunteer for a vacancy. The volunteer must receive
approval from their chapter as well as approval from the management of their
company/organization for the required time and financial support. Enthusiastic support from
Chapter / Council / Organizational leaders is also very important

— 1-Year Appointment or 3-Year volunteer term
— Voting Member of the Board

Associate Director — Any member in good standing of an affiliated NMA chapter, who has
expressed a desire to serve as an Associate Director is eligible to volunteer. Associate
Directors are appointed for a 1-year term by the Area Chair. They do not attend board
meetings nor have a vote on the Board of Directors. They do, however, receive ALL
Director correspondence from the Board and NMA Headquarters

— 1-Year Appointment by the Area Chair
— No Voting Rights on the Board

EXPERIENCE

There is no educational requirement, but the Director or Associate should have
demonstrated leadership ability. Previous experiences as a chapter, council officer, and
in participating in community activities definitely are helpful. This experience indicates a
desire to be of service to others and aids in carrying out the affairs of the Board of
Directors.

It is highly recommended that volunteers for a position on the NMA Board of Directors
possess the following qualifications:
e Have served as a chapter/council president or other major office
e Have demonstrated basic leadership skills
e Be currently employed in an Organization that allows the individual to function
in all capacities required of a Director.
e Have or be able to obtain approval from executive management, immediate
supervision, and the chapter/council president
e Be able to dedicate equal representation and service to all assigned chapters
e Possess strong communication skills and be willing to speak before NMA groups

-10-
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PERSONALITY

As a Director, you should be an effective leader and like to mix with people.
Independent judgment, a willingness to accept additional responsibilities are also
important factors.

NOMINATING COMMITTEE

In the spring, the committee notifies chapters as well as individual members of Director
Position vacancies and asks them to volunteer.

DIRECTOR PETITION

A Director Petition needs to be filled out and signed by the volunteer, the person’s
supervisor and an Executive of the volunteer’s organization. The petition consists of
three parts: (1) certifications of chapter's support, (2) acceptance by the nominee and
(3) acceptance and pledge of support by the executive management of the volunteer’s
company/organization. Petitions are available from NMA headquarters as well as
online.

COMPANY/ORGANIZATION ACCEPTANCE

In signing the acceptance part of the petition, the volunteer's company/organization, in a
sense, underwrites the term of office. The company/organization agrees to allow the
volunteer the necessary time and usually pays all expenses incurred in the performance
of Director Duties. There have been instances where a chapter or council underwrites
expenses. The company/organization also understands that the Director will be
expected to attend three board meetings a year; to visit NMA chapters in the area and
to represent NMA at various meetings.

APPOINTMENT OF DIRECTORS

When there are unplanned Director vacancies, the Executive Committee or Area Chair
can appoint a Director to serve until December 31. In addition, when an elected
Director is to serve on the Executive Committee or serves as a Committee or Area
Chair the Executive Committee may appoint an additional Director from the same
chapter or area. In the event of appointments, no more than one Director can be
appointed from a chapter and no more than two Directors can serve at the same time
from any one chapter. A Director Appointment Petition must be completed and
submitted to NMA headquarters.

-11 -
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APPOINTMENT OF ASSOCIATE DIRECTORS

The Area Chair may designate an Associate Director to assist in providing support to a
specified chapter(s). Associate Directors must possess the minimum qualifications of a
Director and must complete an Associate Director Appointment Petition.

ASSIGNMENT OF DIRECTORS

Each NMA chapter/council has a Director/Associate Director assigned to represent the
chapter/council on the Board of Directors and to serve as an advisor. If a chapter
doesn’t support a Director, one will be assigned by the Area Chair.

Every Director is also assigned two NMA Standing Committees. These committees
meet at least once during each regular meeting of the Board of Directors. Committee
chairs may call special meetings when required. In addition, the Chairman of the Board
may appoint Directors to special committees.

REPORTING TO THE MEMBERSHIP

Directors should make periodic reports to the general membership of chapter/councils
they represent. These brief reports cover the current activities and future plans of NMA.

With more experience as a Director, reports can be devised on such subjects as...new
developments in the leadership/management field, trends, review and promotion of
NMA services, and to give general presentations. Assistance from NMA headquarters
in the form of monthly Chapter Activity Reports will enable the Director to keep abreast
of their assigned chapters' activities and participation in the NMA chapter awards
program.

SUPPORT TO CHAPTER/COUNCILS

NMA chapters and councils that have active programs will keep the Director busy doing
such things as installing new officers, presenting national and area awards for
outstanding activities, awarding certificates of excellence, honoring past presidents, and
presenting NMA'’s Silver Knight and Gold Knight Awards. By participating in these
events, the Director will discover the real worth of NMA and make lasting friendships
along the way.

INSTALLATION OF OFFICERS

The Director usually conducts the installation of officer ceremony. Officers may be
installed as a group or individually, depending on the time and circumstances. An
installation script for new officers is included in the Director’'s Presentation Guidebook.

-12 -
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Copies are available on the NMA website.

PROFESSIONAL DEVELOPMENT PROGRAM

NMA has an extensive professional development program to help NMA chapters meet
their human resource and training needs. Special efforts are made by NMA to keep
abreast of new trends and methods in organizational development. The educational
programs and courses provided to NMA chapters are listed on NMA'’s website at
http://nmal.org.

NMA chapters are offered an educational dividend based on chapter size covering NMA
proprietary educational courses. The dividend equals $2.00 per member based upon
membership effective January 1 each year. Chapters are encouraged to request these
dividends annually.

CHAPTER AND INDIVIDUAL AWARDS

NMA has an active program of awards for recognition of outstanding chapters/councils
and individuals. Some of these awards are traditionally presented at the NMA Annual
Conference. Many other awards, however, are presented at local chapter/council
meetings and the Director is responsible for making such presentations.

Details of the NMA Awards Program are explained in the NMA Awards and
Merchandise Guide which is available on NMA'’s website.

CHAPTER AND MEMBERSHIP PROMOTION

NMA continuously pursues a program for the formation of new chapters and the
promotion of additional members.

The formation of a new chapter is usually accomplished through the combined work of
Directors and chapter leaders. Efforts are coordinated by NMA headquarters.

Promotional material, including audio/visual tools are available for Directors to assist in
new chapter promotional activities.

-13-
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PURPOSES OF NMA

NMA'’s purpose is to provide management and leadership development opportunities to
help organizations discover, develop, and showcase leadership talent through the
chapter-based experience.

ANSWERS TO SOME QUESTIONS ABOUT NMA

Who is eligible to join NMA?

According to NMA policy, eligibility requirements are determined by the
company/organization. This permits the tailoring of a chapter to fit more closely
the needs of the particular situation. NMA chapters are encouraged to be
"Inclusive” rather than "exclusive" -- emphasizing that nearly everyone
manages/leads their time, their projects, etc., whether or not they manage others
or fall into the old stereo typical definition of "manager.”

Does NMA accept individual memberships?

Yes, providing the applicant meets the qualifications. People who have been
caught up in downsizing or forced retirements are encouraged to become
individual members. Application forms are available from NMA headquarters or
you may sign up on NMA'’s website at http://nmal.org.

What are the membership dues?

Membership dues are $35 a year for those who are members of NMA chapters
that affiliated before January 1, 2009. For chapters affiliating after January 1,
2009, the member dues are $48 per year. Individual membership dues are $40 a
year. Both types of membership also are subject to an initial registration fee of
$20. The charter fee for chapters who affiliate with NMA is $150. Anyone who
has ever belonged to NMA need not pay a second registration fee, should they
drop out and rejoin later, either at the same location or as a member of a different
chapter.

How is the NMA organized?

NMA is a not-for-profit, professional leadership development association. The
professional development of individuals can now reach all levels of the
workplace. The governing body of NMA is the Board of Directors. An Executive
Advisory Committee (EAC) of upper-level executives from affiliated organizations
provides advice and counsel. A Leadership Development Advisory Panel
comprised of some EAC members as well as senior HRD/Training executives are
asked to provide advice on Professional Development matters. They are
advisory bodies only. Business can only be conducted by NMA’s Board of

-14 -
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Directors.

The officers; Chairman of the Board, Vice Chair, Treasurer and Secretary are
elected by the Board of Directors. These elected officers, the Immediate Past
Chairman of the Board and the NMA President comprise the core group of the
Executive Committee.

All NMA policy is determined by the Board of Directors and administered by the
paid professional headquarters staff.

Does NMA maintain a headquarters?

The NMA headquarters is located in Dayton, Ohio where the organization was
founded in 1925 as the National Association of Foremen. The name was
changed in 1956. The staff is headed by a President who reports to the Board of
Directors.

Does NMA publish a national publication?

The NMA publishes two publications, Breaktime and Individual Member
Newsletter. These publications can be individually delivered via email to our
members or obtained on line at www.nmal.org. The publications contain
articles of current interest from some of the nation's leading writers and highlight
current and upcoming events. Advertising is accepted.

Does NMA provide speakers?

Not it doesn’t but upon request, NMA provides $200 a year in financial
assistance to each chapter in order to help defray the expenses for a
professional speaker.

What awards are available from NMA for presentation to chapter/councils
and individuals?

NMA has awards that include several plaques, certificates, and some
miscellaneous items. The Awards and Merchandise Brochure is available to
assist in your selection.

Does NMA promote recognition and professional development?

NMA has an extensive recognition and professional development program to
help NMA chapters meet their human resource and training needs. The NMA
Recognition and Awards Program recognizes professional development and
community services efforts in the determination of "points’, which count toward
the Excellent, Superior, and Outstanding chapter Awards. There is also a
Community Service and a Professional Development Award that a chapter can
earn each year for conducting excellent activities.

-15-



DIRECTOR DUTIES AND PRESENTATION GUIDE

10.

11.

12.

13.

Is there an annual NMA conference?

NMA holds an Annual Conference that stresses personal and professional
development programs, official business, aids to chapters/councils, and
recognition of outstanding achievements. The conference is attended by
Directors, Officers, and members of chapters/councils and is held in
September/October of each year.

What is an Area Chair and what are the duties?

NMA is divided into six geographic areas. An Area Chair, for each area, is
elected annually by the Directors in the area. Generally, the duties are to assign
Directors to chapters/councils, participate in meetings, hold Area Director
meetings, promote NMA and meet with executive management of
companies/organizations. The Area Chair is a member of the Board of Directors
and the Planning Committee.

How does the NMA Staff help the chapters/councils?

The NMA Staff assists in two ways: Chapter/council service including
chapter/council officer development and organization guidance. Chapter service
is the main responsibility of the NMA Director.

Has any NMA chapter ever become a bargaining unit?

No, never.
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Monthly Director’s Report

Each Director / Associate Director is assigned an Identification (Id) Number and Password
by NMA Headquarters. This Id and password allows access to NMA'’s online Director /
Associate Director Reporting System. Reports are due monthly.
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Monthly Director’s / Associate Director Checklist

Follow-up MONTHLY with Officers/Members of assigned
Chapter/Councils

Submit Director/Associate Director Online Monthly Report by the fifth
day of each month

______ Serve as Installation Officer for assigned Chapter/Councils
_____ Encourage Chapter/Council participation in:

______ Speech Contest

______ Essay Contest

____ Local Community Activities

Alignment of Chapter Goals with those of the Chapter’s
Company Goals

______Annual Leadership Development/Annual Conferences
______ Council Activities

______NMA Award Programs

______NMA Member of the Year

______NMA Executive of the Year

______NMA Hall of Fame

______ NMA McFeely Award Program

______NMA Publications Contest

______ NMA Membership Drive Campaign

NMA Silver Knight/Gold Knight
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Encourage Chapter/Council to produce Newsletter
Provide additional feedback to Elected Officers and NMA Staff

Highlight Issues/Concerns of Chapter/Council to Elected Officers and
NMA Staff

Attend NMA Board Meeting (required if Director)
Recruit Director/Associate Directors
Provide leads on potential new chapter development annually

Provide Chapter/Council Monthly/Quarterly General Membership
Meetings

Keep in constant contact with your Area Chair
Provide any NMA Correspondence to Chapter/Councils
Monitor Your Chapter or Council Membership Report

Monitor NMA'’s Delinquent Report

Remember!

We are a resource to those we serve!
— Seek Advice and Counsel from other Directors
— Don't attempt to invent the wheels if you don’t have to.

Our Greatest Strategy is:
— We are responsible for creating sustained change in our chapters, councils,
community, and the companies for which we work... not just providing direct
service!
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Chapter Leadership Training

Officer Installations
Charter Meeting Checklist
New Charter Presentations

History of NMA

D i re Cto r NMA Fact Sheet
Presentation  waynwma:
G u i d e Conference Remarks

CM Pin Presentation
Gold Knight Presentation

Silver Knight Presentation

NMA...THE Leadership Development
Organization

2210 Arbor Boulevard

Dayton, OH 45439-1580

Phone: 937-294-0421
Fax: 937-294-2374

Email: nma@nmal.org
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INSTALLATION OF CHAPTER AND COUNCIL OFFICERS

TO THE NMA DIRECTOR

The ceremony for installation of officers in the NMA chapter is a solemn occasion, comparing to
inauguration of political leaders, commencement exercises, or the granting of citizenship in a new
country. The installing officer is a key figure in creating this solemn atmosphere.

The installation should be conducted by the assigned NMA Director. If not available, it may be
done by a past Director, a company executive, Chairman of the Board of Directors, or another
chapter official designated by the Board. Upon instructions from the installing officer, the newly
elected officers should assemble at the speaker’s table, flanking the installation officer, and all
facing the membership.

The installing officer should strive for continual improvement of installation techniques by frequent
rehearsals and through critical analysis of each installing experience. Many past NMA Directors
have reported that their techniques improved and confidence grew with each new exposure and
experience.

In this publication, there are four officer installation ceremonies — three for group; one for individual.
They are intended to be guides, and they may be combined to suit the preference of the installing
officer. The selected procedure should be fully or partly memorized. If this is impossible, the
information should be transferred to inconspicuous small cards. The installing officer gains
considerable stature in the eyes of the members if no notes are used. Conversely, the
effectiveness of the ceremony is lessened if it is obvious that the material is being read. Each year
make some changes so that the members do not get bored watching “the same old show”.

One purpose of the installation ceremony is to impress upon the general membership that its
elected leaders are assuming a new role carrying considerable responsibility.

Another is to impress upon the officers the dignity and responsibility of their new office.

A third is to give the officers well deserved recognition at the beginning of their term of office for
their willingness to take on this responsibility.

Let's add a fourth. If well-done, it gives the installing officer an inner glow of pride as a Director of
NMA.

Two basic types of installation ceremonies are described here. The choice is entirely up to you.

1. Group installation, used most frequently
2. Individual installation, used when more time is available
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INSTALLING OFFICER’'S CHECK LIST

The Director has many things to think about in preparation for officer installation, and it's a good
idea to arrive early at the meeting place to look it over.

There are a number of factors which will have some bearing on your ceremony, and it is well to
learn about them as early as possible. Arrive early, and as you explore the room and check the
facilities, here are a few questions you might ask yourself. If you can’t provide the answers, ask the
local chapter leaders, the facilities manager, or anyone you know.

1.

10.

11.

12.

Does it appear that proper meeting arrangements have been made for installation?
Where will | “line up” the officers? Is the headtable strategically located, oris it in my
way? If there is no headtable, where will the ceremony take place? What
adjustments must be made to improve the set-up with least inconvenience to others?
How many officers will be installed? In what offices? Where are they seated?

What are their names? What is the correct pronunciation? What do they like to be
called?

What is the effective date on the “takeover”? Should | “discharge” them at this
meeting?

Don't forget to thank the outgoing officers. Mention some of their accomplishments in
office, particularly those of which they are most proud. Did they win any NMA
awards?

Are there certificates for new and old officers? Will | award them or will someone
else?

Is there a gift for the outgoing president? Who will present it?

There should be a pin for the new president. Will | award it? Will | pin it on or hand it
over?

Will | pass the gavel to the new president? Who will provide it?

Where do | appear on the program? How much time will | have? Is there a written
agenda?

What else is on the program or am | it? If so, | should be prepared for some additional
remarks.

Will company executives be at the meeting? Should they be brought into the act?

No one likes surprises at a time like this, and chapter leaders are no exception. Ask the leaders to
meet with you before the meeting. Give them a preview of what to expect and, if time allows,
conduct a rehearsal in the same room where the meeting will take place. This will improve not only
their performance but yours as well.
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INSTALLATION PLAN 1
GROUP INSTALLATION

PRELUDE TO NMA INSTALLATION CEREMONY
BY JAY ALBANESE (former NMA Director)

(Suggested remarks to use prior to installing new chapter officers.)

ASSETS MAKE THINGS POSSIBLE... PEOPLE MAKE THINGS HAPPEN!

In today’s complex business world, it's no secret that human resources have become the

decisive competitive edge in organizational growth.

People are the ... Source of ideas ... Creators of productivity and improvement ... Innovators of change ... And
leaders who motivate others.

The goal of an NMA chapter is to create a structured environment that will foster creativity and enhance
productivity.

The primary purpose of NMA... THE Leadership Development Organization is to promote personal and
professional growth through education and leadership experiences.

While it is readily accepted that participation in a planned course of study contributes to personal and
professional development, often overlooked is the opportunity for professional development provided by active
participation in an NMA chapter.

Accepting the responsibilities of chapter leadership requires the individual to meet and accomplish challenges
of leadership development not afforded by job responsibilities.

Beginning with participation on a chapter committee and ascending by steps to chapter presidency, council,
and national activities, NMA members find themselves in an environment that allows them to use leadership

principles ... planning, organizing, motivating, and controlling.

As leaders of an NMA chapter one of your primary goals is to coach your members to help them achieve all
they can.

As today’s/tonight’s installation officer, I'd like to offer a few tips to help.
O Lead by example.
‘When you decide to give that extra effort in the work you do, your members will
notice and they'll be more likely to give their all within the chapter.
O Consider each of your members as an investment ... after all, that's exactly what they are.
O Encourage your members to keep improving their personal and career performance.

O Earn people's respect ... not necessarily their friendship.

O Play off people's strengths ... help them improve their weaknesses.
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O Don't dwell on past mistakes, or successes.
‘When people succeed, they tend to get caught up in the moment... and can get caught off guard. The past
is the past, no matter how good or bad it was.

Experts say we live in times of upheaval. What made you last year... may destroy you this year.

O Always have a game plan.
Create goals for your chapter and let the members know how they will fit into
your plan. When creating goals, don't forget to plan for the unexpected ...
Always have a backup plan.

O Offer encouragement to your members.
They like to hear that you appreciate their hard work. At other times, a "kick in the pants" may be
more appropriate. Once they are back on track, follow up with praise.

As the new officers move forward from this Installation Ceremony, one last reminder: Help your
members realize that the team's success is in their best interest. When they take what they have
learned from your leadership and put it to work within their company, efficiency, self-value, and
performance will increase.

Installation Ceremony for New Chapter Officers
Call the officers to be installed by chapter/council position and ask them to come forward and stand to your right facing the audience.

Installation officer to audience: ‘“These persons have been duly and properly elected to serve as your officers
during the coming year. As installation officer, I ask them this important question . . .”

(Turn to new officers.)

Installation officer to new officers: “Do you officers, realizing the responsibilities of leadership that have been
placed upon you, pledge to give your time and energy to faithfully serve the (name of chapter/council) and
NMA...THE Leadership Development Organization...to uphold the Constitution...and to work toward
achievement of your chapter/council’s purposes? If so, each of you will answer...I do.”

(Officers answer in unison.)
“Will the members please rise?”
(Members rise.)

Installation officer to members: “These officers have expressed a willingness to serve you faithfully and
intelligently as your chapter/council officers. Are you, as members of this organization, willing to render loyal
service to those you have elected, and to mutually work toward constant improvement and development of
your chapter/council and NMA... THE Leadership Development Organization? If so, each of you will
answer...I do.”

(Members answer in unison.)

“Working as a team of officers and members, there is no limit to your achievements, no goal which cannot be
reached. With confidence that they will serve successfully...that you will work with them...and that all of you
together will promote and develop the ideals of your chapter/council and NMA, I now declare these officers
duly installed.”

(Shake hands and congratulate each officer. Ask audience to be seated. All officers except the new president

then return to their seats.)
25
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Installation officer to new president: “You have accepted the highest office within your organization. Upon you
rest the responsibility for conducting the affairs of this organization in a fair and impartial manner. As
president, you will be called upon to exercise the highest type of leadership in planning and direction of
chapter/council activities. It gives me great pleasure to present you with this President’s pin* as an emblem of
your high office and a symbol of the esteem of your fellow members.”

(Place President’s pin* on clothing and ask president to step to podium for acceptance remarks.)

*If President’s pin is not used, present gavel instead.
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INSTALLATION PLAN 2
DISCHARGE OF OUTGOING OFFICERS, INSTALLATION OF NEW

Installing Officer: At this time | would like to ask your (year) (outgoing) chapter officers
to please come forward and face our audience.

| speak for the members of this chapter and the entire membership of NMA...THE
Leadership Development Organization in expressing sincere
appreciation for your efforts during this past year.

You have served well and faithfully, and you have honorably discharged the
responsibilities given you.

I, therefore, declare you relieved of your responsibilities, and your offices vacated.
Thank you and congratulations on a job well done. (Applause)

(Installing officer calls outgoing president to podium. Others return to their places.)

President, (by name), on behalf of NMA...THE Leadership Development
Organization, | would like to extend to you our personal thanks and
sincere appreciation for your contribution of outstanding service to

chapter. During your term of office you have

provided a new dimension of professional leadership in upholding
the proud tradition of NMA.

I trust you will continue to maintain an active interest in our Association, its
activities, and its purposes.

Our best wishes to you for happiness and success in the future, and | am honored
to present this certificate (and pin) to you for your outstanding
service during the past year.

(President returns to his place.)

Now may | ask that this year’s officers please come forward.

(The installing officer addresses the officers.)

Do you, as a team of NMA chapter officers, solemnly pledge to lend your full
administrative and leadership skills toward the achievement of the

purposes of the chapter?
Officers Answer: We do.
Installing Officer: Do each of you, as individuals, pledge that you will handle the

responsibilities of your elected office in a manner so that, at year
end, you can say through my efforts, this is an improved
organization; it has served its members better than before; and it is
well equipped to help its members meet the demands of the future in
a changing society?

Officers Answer: I will.

(Installing officer turns to the members.)
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Installing Officer:

Officers Answer:

These chapter leaders have pledged to serve vigorously and
faithfully. But they cannot and should not do it all alone. This
organization derives its strength from the participation of you, its
members, and your contributions of energy, interest and fraternal
spirit. Therefore, | ask you, the members, “Do you agree to follow
the leadership of this team and support their efforts through
participation and attendance at chapter events?”

We do agree.

(Installing officer turns to the president-elect. Others remain in place.)

Installing Officer:

you have been placed by your peers in
the top point zero zero three percent (.003) of NMA members. Areal
honor. Upon you rest the responsibility to lead this chapter on to
new achievements in the coming year. It is a year that will live in
your memory throughout your professional career. | now present
you with this gavel as your symbol of authority. Congratulations,
, and best wishes for a successful year. Thisteam
of officers is now officially installed as the leaders of the
chapter for the coming year.

(Shakes hand, and officers return to their seats.)

(If time allows, the installing officer is expected to make some comments. Here is

Installing Officer:

one idea for such remarks.)

I'd like to offer some reflections on NMA in general, and the
Chapter in particular, that may help you to
see yourselves, officers and members, in a new light.

This chapter is a living example of democracy at work. Whether we are company

executives, middle managers, supervisors, or professional people, all
of us accept the leadership of our elected officers without question.
In the NMA chapter we check our titles at the door to the meeting
room. In many other countries, it would take a miracle for this to
happen.

Tonight we celebrate leadership... at every level of the organization. This chapter

is a marvelous “leadership laboratory” that allows this team of
officers to hone their skills and practice the many attributes and
leadership competencies we embrace.

Thank you for the privilege of being with you this evening.
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INSTALLATION PLAN 3
GROUP INSTALLATION
(Installing officer addresses the officers:)

Installing Officer: You have been formally elected as the new officers of the
Chapter for the year

This is both an honor and a challenge. It is an honor in that the members have
expressed their confidence in your ability and desire to serve as
officers (and Directors) of this chapter. It is a challenge in that you
will now have the responsibility for what may be the most demanding
task of your leadership career to date.

Entrusted now to you are duties and responsibilities that must be energetically and
creatively performed if this chapter is to live up to its traditions,
maintain its high standards of performance, and further improve its
favorable reputation in the community and in your organization.

Like every chapter in NMA, you will be faced with such problems as making every
dollar count, presenting interesting programs, maintaining
communications, building a leadership team, and handling numerous
administrative details. But | can also promise you personal growth
as you meet and handle these challenges. You will find that the
experience gained here will improve your ability to plan, organize,
and facilitate control in your daily work, and especially your ability to
motivate, guide and communicate with people.

And now, speaking to you as a team, having been elected to your positions of
leadership, do you each agree to devote the time and energy to
faithfully serve the Chapter, to uphold its
constitution and to aid fellow officers in achieving chapter objectives?

Officers Answer: We do agree.
(Ask the officers to face the membership.)
(The installing officer addresses the audience.)

Installing Officer: These officers have expressed their willingness to serve you
energetically and willingly as your chapter officers.

As NMA members, are you willing to follow these leaders to help them continue the
traditions on which this chapter was founded, to render loyal service
to those you have elected, and to mutually work toward constant
improvement and development? If so, will you indicate such
willingness by standing and giving these officers a round of
applause?
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(Ask members to resume seats.)
(The installing officer addresses the officers again.)

Installing Officer: This team of officers, leaders, and members embarks today on a
new year dedicated to achieving new heights in professional
development, community and member service. With your support
and cooperation, plus the application of the Code of Ethics in your
daily work life, this chapter is now ready to take its place among all
the other leadership development affiliates. | declare these leaders
duly installed as officers of the NMA Chapter.

(Congratulate officers.)
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INSTALLATION PLAN 4
INDIVIDUAL INSTALLATION

(Installing officer calls the new president to the podium.)

Installing Officer: Mr./Ms. , you have been duly elected to the
highest office in your chapter. As president, you will be called upon
to exercise your talents to the utmost during this new year.

Upon you rest the responsibility for conducting the affairs of this organization in a
fair and impartial manner and obtaining maximum benefits from your
relationship with the guiding body, NMA...THE Leadership
Development Organization.

As presiding officer, | remind you that the purpose of all democratic institutions is to
help achieve the will of the assembly rather than to restrain it.

Therefore, | now present you with this gavel as your symbol of authority.
(Installing officer calls the new vice president to the podium.)

Mr./Ms. , you should view your role as the executive who
carries out the directives of the president. Begin now to prepare
yourself for the duties of command next year. Although you should
be ready at all times to pick up the gavel and assume its authority
whenever it becomes necessary.

(Installing officer calls the new secretary to the podium.)

Mr./Ms. , your office carries great responsibility for recording
all official transactions and keeping your membership informed.
Virtually everything that happens in this chapter is recorded by you
and flows through your hands and on to the members, the board,
fellow officers, the NMA, and the community. You are the chapter
message center. You'll find that the sun never sets on your job. The
results of your efforts will play an important part in the historical
recording of events of this year's administration, including its awards
status.

It is my privilege to install you as secretary.
(Installing officer calls the treasurer to the podium.)

Mr./Ms. , You must become the business leader, the one
who provides financial stability to the organization. Although keeping
the books is part of your responsibility, you are also the financial
executive who counsels other members of the leadership team on
budgetary controls and financial planning.
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I now install you as treasurer.

(The installing officer should make some appropriate final remarks to the membership
as shown on other pages in this booklet.)
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CHARTER MEETING CHECKLIST & SAMPLE AGENDA

The Charter Meeting is the official kickoff meeting of the chapter. It commemorates the first
day as a chapter within NMA...THE Leadership Development Organization, and is the
chapter’s first official function. To that end, it is important that the meeting be well
coordinated and professionally conducted. This first gathering will set the stage for the first
year — make it a good one!

Charter Meeting Planning:

Promote the Charter Meeting

Ensure that the Constitution and Bylaws are completed.

Verify that the Application for Charter has been submitted to NMA headquarters, along with
$150 charter fee.

0ooo

Arrange for a meeting facility and any meal functions.

Secure meeting needs, such as podiums, sound equipment, visual equipment, etc.
Develop an agenda for the meeting.

Arrange for a professional speaker and/or a key executive to be present at the meeting.

ODO0oO0oOo

O

Appoint persons to be responsible for name tags, greeters at the door, handout materials,

etc.

Q Follow through, follow through, and follow through!

Recommended Charter Meeting Agenda

Social Period 30 minutes
Invocation & Pledge 5 minutes
Dinner 55 minutes
Welcome & Introduction of Guest 5 minutes
Presentation of Charter to Organization’s Executive 10 minutes
Installation of Officers 5 minutes
Presentation of Block, Gavel, Podium Banner, & President’s Pin 5 minutes
Presentation of Charter to Chapter President 5 minutes
Presentation of Charter Member Certificates (Optional) 10 minutes
Introduction of Keynote Speaker 5 minutes
Keynote Speaker (Optional) 30 minutes
Final Comments (next meeting date, time, location) 5 minutes

ADJOURN
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NEW CHAPTER CHARTER PRESENTATION

For many years NMA... THE Leadership Development Organization and its members have
worked diligently to improve the leadership capabilities of its membership. Without
competent men and women in leadership positions, an enterprise will enjoy only limited
success, or, worse, it will fail. Itis in this area that the NMA offers its greatest services — not
only to you as individuals, but to your organization and the community as a 