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A. NATIONAL ASSOCIATION BYLAWS 
 

ARTICLE I 
PURPOSE, OFFICES AND REGISTERED AGENT 

 
Section 1.01 Purpose. The purpose of National Association for Campus 

Activities (hereafter the ñCorporationò, ñNACAò, or ñAssociationò) shall be to link the 
higher education and entertainment communities in a business and learning 
partnership, creating educational and business opportunities for NACAôs student and 
professional members, as set forth below. 

Section 1.02 Principal Office. The Association shall maintain its Principal Office 
as required by the South Carolina Nonprofit Corporation Act of 1994, as amended (the 
ñActò), in the City of Columbia, State of South Carolina, or such other place as 
designated from time to time by the Board of Directors for the principal executive offices 
of the Association (the ñPrincipal Officeò). 

Section 1.03 Registered Office. The Association shall maintain a Registered 
Office as required by the Act, at a location in the State of South Carolina designated by 
the Board of Directors from time to time (the ñRegistered Officeò). In the absence of a 
contrary designation by the Board of Directors, the Registered Office of the Association 
shall be located at its Principal Office. 

Section 1.04 Other Offices. The Association may have such other offices within 
and without the State of South Carolina as the business of the Association may require 
from time to time. The authority to establish or close such other offices may be 
delegated by the Board of Directors to the Executive Director. 

Section 1.05 Registered Agent. The Association shall maintain a Registered 
Agent, as required by the Act, who shall have a business office at the Associationôs 
Registered Office.  The Registered Agent shall be designated by the Board of Directors 
from time to time, to serve at its pleasure. Unless otherwise designated by the Board of 
Directors, the Registered Agent shall be the Executive Director. 

Section 1.06 Filings. In the absence of directions from the Board of Directors to 
the contrary, the Secretary of the Association (who is also the Executive Director) shall 
cause the Association to maintain currently all filings in respect of the Principal Office, 
Registered Office and Registered Agent, with all governmental officials as required by 
the Act or otherwise by law. 
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ARTICLE II 
MEMBERS 

 
Section 2.01 Classes of  Membership.   

1. College and University membership: Colleges and universities are 
eligible for membership upon application and payment of the annual dues as 
determined by the Board of Directors, and as otherwise consistent with these 
Bylaws. Institutions having geographically separate branch campuses must 
apply for membership for each campus, although one membership includes all 
programming bodies on any one campus. Should an institution desire an 
additional membership after being fully apprised of rights and privileges of 
existing membership, individual membership and other alternatives, it may obtain 
such membership. Individuals representing member institutions must be full-time 
staff or officially registered students in good standing at that institution. 

2. Associate membership: Those organizations or firms whose products, 
services, or programs are related to college and university campus activities 
programming are eligible for consideration for associate membership in NACA, 
upon application and payment of the annual dues as determined by the Board of 
Directors, and as otherwise consistent with these Bylaws. 

3. Individual membership: Students and staff of member colleges and 
universities are eligible for consideration for individual membership upon 
payment of annual dues as determined by the Board of Directors, and as 
otherwise consistent with these Bylaws. 

4. Affiliate membership: Organizations or firms which are involved in 
services related to campus activities and which are not eligible for school or 
associate membership are eligible to join as affiliate members if their participation 
in NACA would benefit its members, and upon application and payment of the 
annual dues as determined by the Board of Directors, and as otherwise 
consistent with these Bylaws. 

5. Sectional membership: Departments, organizations or other sectors of 
member institutions are eligible to join as sectional members upon application 
and payment of the annual dues as determined by the Board of Directors, and as 
otherwise consistent with these Bylaws. 

6. Regional associate membership: Those organizations, individuals, or 
firms whose attractions, products, services or programs are related to college 
and university campus activities and who are interested in working only with 
NACA member colleges and universities in defined areas of the country are 
eligible to be considered for regional associate membership, upon application 
and payment of the annual dues as determined by the Board of Directors, and as 
otherwise consistent with these Bylaws. 
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7. Limited individual membership: A special limited individual 
membership is available to individuals who are no longer associated with the 
campus activities profession but wish to stay informed about the Association and 
the field, or who are outside the field and wish to enter the profession, upon 
application and payment of the annual dues as determined by the Board of 
Directors, and as otherwise consistent with these Bylaws. 

 
8. International membership: Any college or university located outside 

the United States, its territories, Mexico and Canada is eligible for consideration 
for international membership upon application to the NACA Office and payment 
of the annual dues as determined by the Board of Directors, and as otherwise 
consistent with these Bylaws. 

9. Other: Additional classifications of membership may be determined by 
the Board of Directors. 

Section 2.02 Dues. The Board of Directors shall periodically determine the 
amount of dues to be paid by the members of each class of membership. 

Section 2.03 Denial, or Refusal to Allow Renewal of Membership; 
Termination, Expulsion or Suspension of Membership. As a not-for-profit, 
membership-based association, NACA reserves the right to deny, or refuse to allow 
renewal of membership, as well as to terminate, expel or suspend membership, for any 
individual, group, or organization, in its discretion. Grounds for such denial, refusal, 
termination, expulsion or suspension shall be determined by the Board of Directors from 
time to time and may include, but are not limited to: 

A. Any firm or organization whose primary business or other ownership 
interests that, in the judgment of the NACA Board of Directors, compete 
with NACA or any subsidiary, partnership, or business venture in which 
NACA has an ownership interest. 

 
B. a pattern or history of defaults of past due debts owed to NACA, 
including monies owed to any component of NACA; 

 
C. past legal disputes or threats of legal disputes between NACA and the 
party seeking membership;  

 
D. conduct which, in the sole judgment and discretion of NACA, is contrary 
and detrimental to the interests, operations, mission and goals of NACA; 

 
E. policy violations as outlined in the Associationôs Process for Dealing 
with Violations of Association Policies;  

 
F. establishment of programs, services or activities which purport, allege 
or appear to be affiliated with NACA, but which are not; and/or 

 
G. past behavior that has resulted in a sanction or loss of membership 
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with NACA. 
 

Any termination, expulsion or suspension of membership shall comply with 
requirements of Section 2.18 hereof.  
 

Section 2.04 Transfers. No member may transfer a membership or any right 
arising therefrom. 

Section 2.05 Annual Meetings. An annual meeting of the Associationôs 
members shall be held once each calendar year for such purposes as are required by 
law, and for the transaction of such other business as may properly come before the 
meeting. The annual meeting shall be held at the time and place designated by the 
Chair or the Board of Directors from time to time. In the absence of any such 
designation, the annual meeting shall be held at the NACA National Convention. In the 
event of any conflict between any such designation, the annual meeting shall be held at 
the time and place designated by the Board of Directors; provided however, any notice 
changing the time or place of the meeting shall be effective only if timely received by the 
members in accordance with Section 2.08 hereof. Unless the Act, these Bylaws, or the 
Associationôs Articles of Incorporation (ñArticlesò) require otherwise, notice of the annual 
meeting need not include a description of the purpose for which the meeting is called. 
However, pursuant to Section 33-31-705(c)(2) of the Act as amended, if the members 
will be asked to take action on any of the following matters at the annual meeting, the 
notice must include a description of this matter: amending the Articles; amending the 
Bylaws (as described in Section 8.03); merging the Association; selling the 
Associationôs assets other than in the regular course of activities; dissolving the 
Association; approving a conflict of interest transaction between the Association and a 
Director; or indemnifying an officer, employee or agent. Notice of such meeting shall be 
in accordance with Section 2.07 hereof. At each annual meeting of members, the Chair 
and Treasurer shall report on the activities and financial condition of the Association. 
Any action that may be taken at any annual, regular, or special meeting of members 
may be taken without a meeting if the Association acts by written ballot in accordance 
with Section 2.14 herein.  

Section 2.06 Special Meetings. Special meetings of the Associationôs members 
may be demanded and called, for any one or more lawful purposes, by the 
Associationôs Chair, a majority of the Board of Directors, or five percent of the 
Associationôs School or University members of record (which is the only membership 
category entitled to vote), provided such members comply with such demand provisions 
as are set forth in the Act and these Bylaws. Upon the written, signed, and dated 
demand, which states the purpose of the meeting, being delivered in accordance with 
the foregoing to an officer of the Association, personally or by registered or certified 
mail, the Chair or Secretary, on or before the thirtieth (30) day after the date of such 
demand, shall fix the date and time of the meeting and provide notice thereof to the 
members in accordance with Section 2.08 hereof. If the notice of the meeting is not 
given within thirty (30) days after the demand is made to the officer of the Association, a 
person signing the demand may set the time and place of the meeting and give notice 
thereof in accordance with Section 2.07 hereof.  Special meetings of the members shall 
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be held at a time and location designated by the person calling the meeting in the notice 
of the meeting; provided, however, that if the notice does not designate a time and 
location, such meetings shall be held at the Associationôs Principal Office at the hour of 
ten oôclock in the morning on the date designated in the notice of the meeting. In the 
event that the Chair and the Board of Directors timely designate different times or 
locations, then the designations of the Board of Directors shall control; provided 
however, any notice changing the time or place of the meeting shall be effective only if 
timely received by the members in accordance with Section 2.07 hereof. 

Section 2.07 Notice of Meetings, Waiver of Notice. Written notice of all 
meetings of members shall be given no fewer than thirty (30) days, but not more than 
sixty (60) days, before the meeting date by any method permitted under the Act, to all 
members of record entitled to vote at such meeting; provided however, the date upon 
which such notice shall be deemed effective shall be determined in accordance with 
Section 2.08 hereof. Such notice shall state the date, time, and place of the meeting 
and, if required by the Act or these Bylaws, the purpose or purposes for which such 
meeting was called. Notice of a meeting of members need not be given to any member 
who, in person or by proxy, signs a waiver of notice either before or after the meeting, 
and such waiver is delivered to the Association for inclusion in the Associationôs 
records. To be effective such waiver shall contain statements or recitals sufficient to 
identify beyond reasonable doubt the meeting to which it applies. Such statements or 
recitals in such waiver of notice may, but need not necessarily, include reference to the 
date and purpose of the meeting and the business transacted thereat. Statement or 
recital of the proper date of a meeting shall be conclusive identification of the meeting to 
which a waiver of notice applies unless the waiver contains additional statements or 
recitals creating a patent ambiguity as to its proper application. A memberôs attendance 
at a meeting waives objection to lack of notice or defective notice of the meeting, unless 
the member at the beginning of the meeting objects to holding the meeting or 
transacting business at the meeting. 

Section 2.08 Effective Date of Member Notices. Written notice, if in 
comprehensible form, is effective at the earliest of the following: 

A. When received; 
 
B. Five (5) days after its deposit in the United States mail, if mailed 
correctly addressed with first class postage affixed; 
 
C. On the date shown on the return receipt, if sent by registered or 
certified mail, return receipt requested, and the receipt is signed by or on 
behalf of the addressee; or 
 
D. Fifteen (15) days after its deposit in the United States mail, if mailed 
correctly addressed and with other than first class, registered, or certified 
postage affixed. 
 

Written notice is correctly addressed to a member if addressed to the memberôs 
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address as shown in the Associationôs current list of members. A written notice or report 
delivered as part of a newsletter, magazine or other publication that is regularly sent to 
members constitutes a written notice  or report if addressed or delivered to the 
memberôs address as shown in the Associationôs current list of members, or in the case 
of members who are residents of the same household and who have the same address 
in the Associationôs current list of members, if addressed or delivered to one of such 
members, at the address appearing on the Associationôs current list of members. 

Section 2.09 Members of Record. For the purpose of determining members 
entitled to vote at any meeting of members, or in connection with any other proper 
purpose requiring a determination of members, the Board of Directors shall by 
resolution fix a record date for such determination. The record date shall be seven 
business days preceding the day on which notice is given, unless the Board of Directors 
fixes an alternate record date by resolution. The record date fixed by the Board of 
Directors shall not be more than seventy (70) days, and not less than the last day for 
timely giving notice, before the meeting or action requiring a determination of members 
is to occur. The members of record appearing in the books of the Association at the 
close of business on the record date so fixed shall constitute the members in respect of 
the activity in question. A determination of members of record entitled to notice of or to 
vote at a meeting of members is effective for any adjournment of the meeting unless the 
Board of Directors fixes a new date for determining the right to notice or the right to 
vote, which it must do if the meeting is adjourned to a date more than one hundred 
twenty (120) days after the record date for determining members entitled to notice of the 
original meeting. After fixing a record date for notice of a meeting, the Association shall 
prepare an alphabetical list of names of all members who are entitled to notice of the 
meeting and shall list the members by classification of membership, if any. The list shall 
show the address and number of votes each member is entitled to vote at the meeting. 
The Association shall also maintain a list of members entitled to notice of the meeting, 
but who are not entitled to vote at the meeting. This list must be prepared on the same 
basis and be part of the list of members.  Such list of members shall be available for 
inspection by any members for purposes of communication with other members 
concerning the meeting, beginning the day after notice is given of the meeting for which 
the list was prepared and continuing through the meeting, at the Associationôs Principal 
Office. Subject to the limitations of Sections 33-31-720, 33-31-1602(c) and 33-31-1605 
of the Act, as amended, a member, memberôs agent, or memberôs attorney shall be 
entitled on written demand, at the memberôs expense, to inspect and copy the list at a 
reasonable time during the period it is available for inspection.  The Association shall 
make the list of members available at the meeting, and any member, a memberôs agent, 
or memberôs attorney shall be entitled to inspect the list at any time during the meeting 
or any adjournment. Notwithstanding the foregoing, a member may inspect and copy 
the membership list only if (i) its demand is made in good faith and for a proper purpose, 
(ii) it describes with reasonable particularity his purpose, and (iii) the list is directly 
connected with his purpose. 

Section 2.10 Quorum. Except as may otherwise be required by the Act or the 
Articles, at any meeting of members the presence, in person or by proxy, of the College 
and University members as defined in Section 2.01(1) above in attendance at such 
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meeting shall constitute a quorum. In the absence of a quorum, a meeting may be 
adjourned from time to time, in accordance with the provisions concerning adjournments 
contained elsewhere in these Bylaws. At such adjourned meeting a quorum of members 
may transact such business as might have been properly transacted at the original 
meeting. 

Section 2.11 Transaction of Business. Business transacted at an annual 
meeting of members may include all such business as may properly come before the 
meeting; provided, however, business which, as set forth in the Act or these Bylaws, 
requires notice of, or waiver of notice by, the members, may only be transacted at an 
annual meeting of members if valid notice of such business is given to, or waived by, 
each Member in accordance with the Act or these Bylaws. Business transacted at a 
special meeting of members shall be limited to the purposes stated in the notice of the 
meeting. 

Section 2.12 Voting.  Except as may otherwise be required by the Act or the 
Articles, and subject to the provisions concerning members of record contained 
elsewhere in these Bylaws, each College and University member, as defined in Section 
2.01(1) above, that is present at a meeting of members and is a member of record, shall 
be entitled to one vote. In elections for the Board of Directors, those candidates 
receiving the greater number of votes cast (although not necessarily a majority of votes 
cast) shall be elected. Any other corporate action shall be authorized by a majority of 
the votes cast, unless otherwise provided by the Act, the Articles, or these Bylaws. 
Notwithstanding anything contained herein to the contrary, to the fullest extent permitted 
by the Act, all classes of membership other than College and University members shall 
be non-voting members and shall not be entitled to vote on any matter. 

Section 2.13 Adjournments. A determination of members of record entitled to 
notice of or to vote at a meeting of members is effective for any adjournment of the 
meeting unless the Board of Directors fixes a new date for determining the right to 
notice or the right to vote, which it must do if the meeting is adjourned to a date more 
than one hundred twenty (120) days after the record date for determining members 
entitled to notice of the original meeting. 

Section 2.14 Action By Written Ballot. Unless the Articles provide otherwise, 
any action that may be taken at any annual, regular, or special meeting of the members 
may be taken without a meeting if the Association delivers a written ballot to every 
member entitled to vote on the matter. If mailed, the ballot shall be deemed to be 
delivered upon being deposited in the United States mail addressed to the memberôs 
address shown in the Associationôs current list of members and with proper postage 
affixed. If the ballot is delivered by any means other than United States mail, the ballot 
is deemed delivered when received. In the event that the Association distributed the 
ballot by telegraph, teletype, facsimile transmission or other form of electronic 
communication, the ballot shall be deemed received by the member when the receiving 
member transmits to the Association an acknowledgment of receipt or other form of 
written communication whereby the receiving member acknowledges or otherwise 
evidences receipt of the ballot in a manner which is reasonable. Such written ballot shall 
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set forth each proposed action and provide an opportunity to vote for or against each 
proposed action. Approval by written ballot pursuant to this section is valid only when 
the number of votes cast by ballot equals or exceeds the quorum required to be present 
at a meeting authorizing the action, and the number of approvals equals or exceeds the 
number of votes that would be required to approve the matter at a meeting at which the 
total number of votes cast was the same as the number of votes cast by ballot. All 
solicitations for votes by written ballot shall indicate the number of responses needed to 
meet the quorum requirements; state the percentage of approvals necessary to approve 
the matter other than election of the Board of Directors; and specify the time by which a 
ballot must be received by the Association in order to be counted. A written ballot may 
not be revoked.   

Section 2.15 No Proxy Voting. At all meetings of members, a member may not 
vote by proxy. Only voting members who are present at the meeting shall be entitled to 
vote. 

Section 2.16 Action. Approval of actions by members shall be in accordance 
with the requirements of the Act, except to the extent otherwise provided by the Articles. 

Section 2.17 Resignation of a Member. A member may resign at any time; 
provided however, the resignation of a member does not relieve the member from any 
obligations the member may have to the Association as a result of obligations incurred 
or commitments made before such resignation. 

Section 2.18 Termination, Expulsion and Suspension of a Member. The 
Board of Directors has adopted a policy and procedure whereby the Association may 
expel or suspend a member, or terminate such membership, which is outlined in the 
Associationôs Process for Dealing with Violations of Association Policies. Such policy 
and procedure may be amended from time to time by the Board of Directors in its 
discretion, without prior notice to the membership, provided that a member always shall 
be notified at least fifteen days in advance and shall have the opportunity to be heard, 
orally or in writing, at least five days in advance of the effective date of the proposed 
termination, expulsion or suspension (and such policy and procedure otherwise 
complies with South Carolina Code Section 33-31-621 or any successor provision). 
Such policy and procedure, as amended from time to time, is incorporated herein by 
reference as if set forth herein verbatim. A member who has been terminated, expelled 
or suspended shall remain liable to the Association for dues, assessments, or fees as a 
result of obligations incurred or commitments made before such termination, expulsion 
or suspension. 

 
Section 2.19 Corporationôs Purchase of Memberships. The Association shall 

not purchase any of its memberships or any right arising therefrom. 

Section 2.20 Conduct of Meetings. The Chair of the Board of Directors shall 
preside at each meeting of members. In the absence of the Chair, the meeting shall be 
chaired by an officer of the Association designated by the Board of Directors. In the 
absence of all such designated officers, the meeting shall be chaired by an officer of the 
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Association chosen by the vote of a majority of the members present in person at the 
meeting and entitled to vote thereat. The Secretary or, in his or her absence, an 
Assistant Secretary, or in the absence of the Secretary and all Assistant Secretaries, a 
person whom the chairman of the meeting shall appoint, shall act as secretary of the 
meeting and keep a record of the proceedings thereof. 

The Board of Directors of the Association shall be entitled to make such rules or 
regulations for the conduct of meetings of members as it shall deem necessary, 
appropriate or convenient. Subject to such rules and regulations of the Board of 
Directors, if any, such presiding official for the meeting, as designated above, shall have 
the right and authority to prescribe such rules, regulations and procedures and to do all 
such acts as, in the judgment of such presiding official, are necessary, appropriate or 
convenient for the proper conduct of the meeting, including, without limitation, 
establishing an agenda or order of business for the meeting, rules and procedures for 
maintaining order at the meeting and the safety of those present, limitations on 
participation in such meeting to members of record of the Association and their duly 
authorized and constituted proxies and such other persons as such presiding official 
shall permit, restrictions on entry to the meeting after the time fixed for the 
commencement thereof, limitations on the time allotted to questions or comment by 
participants, and regulation of the opening and closing of the polls for balloting on 
matters which are to be voted on by ballot. Meetings of members shall not be required 
to be held in accordance with rules of parliamentary procedure, unless, and to the 
extent, determined by the Board of Directors or such presiding official for the meeting. 

ARTICLE III 
BOARD OF DIRECTORS 

 
Section 3.01 Qualification and Number. All members of the Board of Directors 

shall be natural persons. The number of members of the Board of Directors shall be 
fixed by the Board from time to time; provided, however, the number of voting Board 
members shall not be less than three (3) and not more than eleven (11) including the 
five (5) Officers of the Association; and provided further, however, no reduction in the 
number of Board members shall have the effect of shortening the term of any incumbent 
Board member. At least nine voting members of the Board of Directors including the five 
(5) Officers of the Association shall be full-time staff persons in a related field at 
member educational institutions, and at least two voting members of the Board of 
Directors shall be students in good academic standing at their respective member 
educational institutions. No person will be eligible for election or appointment to the 
Board of Directors if that personôs school already has a student or staff Board member 
at the time the election or appointment is effective. Notwithstanding anything contained 
here, in the event an incumbent Board member fails to continue to meet the above-
described qualifications, such Board memberôs term as a Director shall immediately 
cease and such vacancy on the Board of Directors may be filled in accordance with 
Section 3.08 below. 
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Section 3.02 Non-Voting Directors.   

A. The Executive Director shall be an ex-officio, nonvoting member of the Board 
of Directors and all committees, but shall not be included in determining the existence of 
a quorum. 

 
B. Two associate member representatives, voted on by the student and staff 

members of the Board of Directors, shall serve as ex-officio, non-voting members of the 
Board of Directors, but shall not be considered for a quorum vote. The term of office for 
each of these representatives shall be one year, with an optional appointment for an 
additional one-year term. The associate member representative to the Executive 
Committee could be appointed to a third one-year term by the Chair. 

Section 3.03 Authority. The Board of Directors shall have ultimate authority over 
the conduct and management of the business and affairs of the Association. The Board 
of Directors shall have full authority and responsibility for any and all contracts entered 
into on behalf of the Association, both on the national and the regional levels. The 
authority and responsibility for the negotiation and/or review and approval of all 
contracts, and signatory authority for all contracts, shall be delegated to the Executive 
Director through the Chair of the Board of Directors. The Chair of the Board of Directors 
may, at any time, review any contract, or suspend this delegation of signatory authority. 
The NACA Board of Directors holds the ultimate fiduciary responsibility for and control 
of all budgetary and monetary matters related to the Association, and any of its ancillary 
and subsidiary component groups or forms. 

Section 3.04 Election. Board members who automatically serve as Directors by 
virtue of being Officers of the Association shall be elected as provided in Section 4.01 
herein. The election of all other Directors by the members shall be held at each annual 
meeting of the Associationôs members. In the alternative, at the discretion of the Board, 
election of the other Directors may be conducted actually by written ballot in accordance 
with Section 2.14 herein. Board candidates can be self-nominated or nominated by the 
membership, and are elected from a slate prepared by the Nominating Committee. The 
Nominating Committee shall provide more than one candidate per vacancy if a sufficient 
number of qualified candidates are nominated by the membership. In case of any 
increase in the number of members of the Board of Directors, the additional 
directorships so created may be filled in the first instance in the same manner as a 
vacancy in the Board of Directors. 

Section 3.05 Tenure.  Each Board member who automatically serves as a 
Director by virtue of being an Officer of the Association shall serve as a Director for a 
one (1) year term corresponding with the period during which such individual serves as 
an Officer. Each other member of the Board of Directors shall hold office from the date 
of such Board memberôs election and qualification until such Board memberôs successor 
shall have been duly elected and qualified, or until such Board memberôs earlier 
removal, resignation, death, or incapacity. Candidates for staff position directorships 
receiving a plurality of votes cast shall be elected to a term of two years and may serve 
only two consecutive terms. Candidates for a student position directorship receiving a 
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plurality of votes cast shall be elected for a two-year term, may be appointed or elected 
to an additional two-year term, and may serve only two consecutive terms. Community 
college students may serve one-year terms at the discretion of the Chair of the Board of 
Directors. Terms commence on May 1 and terminate on April 30. 

 
Section 3.06 Resignation of Board of Directors Members. A Board member 

may resign at any time by delivering written notice to the Board of Directors, its 
presiding officer, the Chair, or the Secretary. A resignation is effective when the notice 
is effective, unless the notice specifies a later date. If the resignation is made effective 
at a later date, the Board of Directors may fill the pending vacancy before the effective 
date if the Board of Directors provides that the successor does not take office until the 
effective date. 

Section 3.07 Removal of Members of the Board of Directors. Any Board 
member elected by the voting membership at large may be removed from office, with or 
without cause, by the members of the Association, if the number of votes cast to 
remove the Board member would be sufficient to elect the Board member. A Board 
member who is elected by the members may be removed by the members only at a 
meeting that is called for the purpose of removing the director, and for which the 
meeting notice states that the purpose, or one of the purposes, of the meeting is the 
removal of the Board member. A Board member who is elected by the members may be 
removed with cause by a two-thirds vote (2/3) of the Board then in Office. Cause is 
defined as the commission of a felony and/or a breach of any material duty. Any Board 
member who is elected by the Board of Directors may be removed from office with or 
without cause by a two-thirds vote (2/3) of the Board of Directors then in office; provided 
however, a Board member elected by the Board of Directors to fill the vacancy of a 
Board member elected by the members may be removed without cause by the 
members, but not the Board of Directors.  

Section 3.08 Vacancies. The Board of Directors may by majority vote of the 
Board members then in office, regardless of whether such Board members constitute a 
quorum, elect a new Board member to fill a vacancy on the Board of Directors; 
provided, however, that no person may be elected to fill a vacancy created by such 
personôs removal from office pursuant to these Bylaws. 

Section 3.09 Regular Meetings. Unless the Act or the Bylaws provide 
otherwise, regular meetings of the Board of Directors may be held without notice. 
Regular meetings of the Board of Directors shall be called and held for the purpose of 
annual organization, changes in the established number of members of the Board of 
Directors, if any, appointment of Officers and committees, and transaction of any other 
business. It is anticipated that the Board of Directors shall meet at least twice each year, 
with one regular meeting held in conjunction with the National Convention. Except as 
otherwise provided by law, any business may be transacted at any regular meeting of 
the Board of Directors. 

Section 3.10 Special Meetings. Special meetings of the Board of Directors may 
be called for any lawful purpose or purposes by the Chair, the presiding officer of the 
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Board of Directors, or a majority of the Board members then in office. The person calling 
a special meeting shall give, or cause to be given, to each Board member at his 
business address, written notice of the date, time and place of the meeting by any 
means of communication acceptable under the Act not less than two (2) days prior 
thereto; provided however, the date upon which such notice shall be deemed effective 
shall be determined in accordance with Section 3.11 hereof. An oral notice is 
permissible if reasonable under the circumstances, and is effective when communicated 
in a comprehensible manner. 

 
Section 3.11 Effective Date of Director Notices. Written notice, if in 

comprehensible form, is effective at the earliest of the following: 
A. When received; 
 
B. Five (5) days after its deposit in the United States mail, if mailed 
correctly addressed with first class postage affixed; 
 
C. On the date shown on the return receipt, if sent by registered or 
certified mail, return receipt requested, and the receipt is signed by or on 
behalf of the addressee; or 
 
D. Fifteen (15) days after its deposit in the United States mail, if mailed 
correctly addressed and with other than first class, registered, or certified 
postage affixed. 
 

Written notice is correctly addressed to a member of the Board of Directors if addressed 
to the Board memberôs business address shown in the Associationôs current records. If 
notice is given by telegram, the notice shall be deemed delivered when the telegram is 
delivered to the telegraph company and the transmission fee therefore is paid. If notice 
is given by telecopier facsimile transmission, the notice shall be deemed delivered when 
the facsimile of the notice is transmitted to a telecopier facsimile receipt number 
designated by the receiving Board member, if any, so long as such Board member 
transmits to the sender an acknowledgment of receipt. The notice of a special meeting 
shall describe the purpose of such special meeting. Any time or place fixed for a special 
meeting must permit participation in the meeting by means of telecommunications as 
authorized below. 

Section 3.12 Waiver of Notice of Meetings. Notice of a meeting need not be 
given to any member of the Board of Directors who signs a waiver of notice either 
before or after the meeting. To be effective the waiver shall contain recitals sufficient to 
identify beyond reasonable doubt the meeting to which it applies. The recitals may, but 
need not necessarily, include reference to the date and purpose of the meeting and the 
business transacted thereat. Recital of the proper date of a meeting shall be conclusive 
identification of the meeting to which a waiver of notice applies unless the waiver 
contains additional recitals creating a patent ambiguity as to its proper application. The 
attendance of a Board member at a meeting of the Board of Directors shall constitute a 
waiver of notice of that meeting, except where the Board member, upon arriving at the 
meeting or prior to the vote on a matter not noticed in conformity with the Act, these 
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Bylaws, or the Articles, objects to lack of notice and does not thereafter vote or assent 
to the objected action. 

Section 3.13 Participation by Telecommunications. Any member of the Board 
of Directors may participate in, and be regarded as present at, any meeting of the Board 
of Directors by means of conference telephone or any other means of communication 
by which all persons participating in the meeting can hear each other at the same time. 

Section 3.14 Quorum. A majority of the voting members of the Board of 
Directors in office immediately before the meeting shall constitute a quorum for the 
transaction of business at any meeting of the Board of Directors. If a quorum shall not 
be present at any meeting of the Board of Directors, the Board members present 
thereat may adjourn the meeting from time to time, without notice other than 
announcement at the meeting, until a quorum is present. 

Section 3.15 Action. The Board of Directors shall take action pursuant to 
resolutions adopted by the affirmative vote of a majority of the Board members 
participating in a meeting at which a quorum is present, or the affirmative vote of a 
greater number of Board members where required by the Articles, these Bylaws, the 
Act, or otherwise by law. 

Section 3.16 Action Without Meeting. To the fullest extent permitted by the Act, 
the Board of Directors may take action without a meeting by written consent as to such 
matters and in accordance with such requirements and procedures authorized by the 
Act.  Unless otherwise permitted by the Act, such written consent must be signed by all 
members of the Board of Directors and included in the minutes filed with the Association 
records reflecting the action taken. 

Section 3.17 Presumption of Assent. A member of the Board of Directors of 
the Association who is present at a meeting of the Board of Directors at which action on 
any corporate matter is taken shall be presumed to have assented to the action taken 
unless (i) such Board member objects at the beginning of the meeting, or promptly upon 
arrival, to holding the meeting or transacting business at the meeting, (ii) the Board 
member votes against the action and the vote is entered in the minutes of the meeting, 
(iii) the Board memberôs dissent or abstention for the action taken is entered in the 
minutes of the meeting, or (iv) the Board member delivers written notice of dissent or 
abstention to the presiding officer of the meeting before its adjournment or the 
Association immediately after the adjournment of the meeting. The right to dissent shall 
not apply to a Board member who voted in favor of such action. 

Section 3.18 Board Committees. The Board of Directors may from time to time 
by resolution, adopted in accordance with the Act, designate and delegate authority to 
one or more committees. Any such committee may be designated as a standing 
committee appointed annually or as a special committee for specific circumstances or 
transactions with a limited duration. Each committee shall be composed of two or more 
voting Board members, who shall serve at the pleasure of the Board of Directors. Only 
members of the Board of Directors shall serve as voting members of such committees. 
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The duties, constitution, and procedures of any committee shall be prescribed by the 
Board of Directors. The Board of Directors shall designate one member of each 
committee as its chairman. A committee may not authorize distributions (as defined in 
Section 33-31-140(11) of the Act); approve or recommend to members dissolution, 
merger, or the sale, pledge, or transfer of all or substantially all of the Associationôs 
assets; elect, appoint, or remove Directors or fill vacancies on the Board or on any 
committee; or adopt, repeal, or amend the Articles or these Bylaws. 

Section 3.19 Board Committee Meetings. A majority of each Board 
committeeôs voting members shall constitute a quorum for the transaction of business 
by the committee, and each committee shall take action pursuant to resolutions adopted 
by a majority of the committeeôs voting members participating in a meeting at which a 
quorum of the committee is present. Each committee may also take action without a 
meeting by written consent as to such matters and in accordance with such 
requirements and procedures authorized by the Act for Director action. Unless 
otherwise permitted by the Act for Director action, such written consent must be signed 
by all of the committeeôs voting members. Special meetings of any committee may be 
called at any time by a majority of the voting Board members who are members of the 
committee, or by any person entitled to call a special meeting of the full Board of 
Directors. Except as otherwise provided in this section, the conduct of all meetings of 
any committee, including notice thereof, and the taking of any action by such 
committee, shall be governed by this Article. 

Section 3.20 Executive Committee. Subject to Sections 3.18 and 3.19 above, 
there shall be an Executive Committee of the Board of Directors composed of the Chair, 
Chair-Elect, Immediate Past Chair, Vice Chair for Programs, and the Treasurer, all of 
whom shall be voting members, and an associate member representative and the 
Executive Director, both of whom shall be ex-officio, non-voting members. Subject to 
Section 3.18 hereof, the Executive Committee is empowered to act on behalf of the 
Board of Directors between the meetings of the Board of Directors. The Chair of the 
Board of Directors shall chair the Executive Committee. The associate member 
representative would be voted onto the Board by the Boardôs school and student 
members, from a list developed by the Chair of the Board Application Review 
Committee following interviews conducted during the National Convention. The 
outgoing Board would vote on these members, in order to ensure that they were in 
place for the beginning of the May 1 term and for the May Board retreat.  
 

Section 3.21 No Compensation.  Members of the Board of Directors shall not 
receive compensation for serving as a member of the Associationôs Board of Directors.  
The Board of Directors may by resolution authorize the payment or reimbursement of all 
expenses of each Board member related to the Board memberôs attendance at 
meetings, or other service to the Association. 

Section 3.22 Conduct of Meetings. Unless, and to the extent, determined by 
the Board of Directors or the chairman of the meeting, or unless required by a specific 
rule to the contrary in these Bylaws, the Articles, or the Act, meetings of the Board of 
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Directors shall not be required to be held in accordance with rules of parliamentary 
procedure. 

ARTICLE IV 
OFFICERS 

 
Section 4.01 In General. The Officers of the Association, elected by the Board 

of Directors from the current staff position Board members, shall consist of a Chair, 
Immediate Past-Chair, Chair-Elect, Vice Chair for Programs and a Treasurer. These five 
(5) Officers shall automatically serve as Directors as provided in Section 3.01, 3.04 and 
3.05 herein. The Board of Directors may also elect such other officers and agents as the 
Board of Directors deems advisable from time to time but such individuals shall not 
serve as Directors. All Officers shall be elected by the Board of Directors to serve at the 
pleasure of the Board; provided, however, the previous yearôs Chair-Elect shall serve as 
the following yearôs Chair. Except as may otherwise be provided by the Act or in the 
Articles, any Officer may be removed by the Board of Directors at any time, with or 
without cause in accordance with Section 4.13 herein in which case any such individual 
who is automatically serving as a Director by virtue of his/her Officer position shall also 
cease to be a Director. Any vacancy, however occurring, in any office may be filled by 
the Board of Directors for the unexpired term. Each Officer shall exercise the authority 
and perform the duties as may be set forth in these Bylaws and any additional authority 
and duties as the Board of Directors shall determine from time to time. 

Section 4.02 Additional Qualifications. The Chair-Elect shall have been 
elected to the Board and served two years on the Board by the effective beginning date 
of the officerôs term. The Vice Chair for Programs shall have been elected to the Board 
and served at least one year on the Board by the effective beginning date of the officerôs 
term. The Treasurer shall have been elected to the Board of Directors and served at 
least one year on the Board by the effective beginning date of the officerôs term. 

Section 4.03 Executive Director. The Board of Directors shall employ an 
executive director and determine the term of office and compensation for service. 
Unless the Board of Directors determines otherwise, the Executive Director shall serve 
as Secretary of the Association. The Executive Director shall, under the direction of the 
Treasurer, keep safe custody of the Associationôs funds and securities, maintain and 
give complete and accurate books, records, and statements of account, give and 
receive receipts for moneys, and make deposits of the Associationôs funds, or cause the 
same to be done under the Executive Directorôs supervision. The Executive Director is 
responsible for staffing and operations of the NACA Office, supervision of the paid staff 
of the Association, and implementation of Association policies and directives. Except as 
otherwise provided herein and as may be specifically limited by resolution by the Board 
of Directors or an authorized committee thereof, the Executive Director shall have full 
authority to execute on the Associationôs behalf any and all contracts, agreements, 
notes, bonds, deeds, mortgages, certificates, instruments and other documents.  

Section 4.04 Chair. The Chair shall exercise the powers of the president of the 
Association, subject to the authority of the Board of Directors. The Chair shall whenever 



Revised July 2010 18 
 

possible preside at all meetings of the members and all meetings of the Board of 
Directors and Executive Committee. The Chair shall see that the resolutions of the 
Board of Directors and authorized committees thereof are put into effect. Unless the 
Board of Directors determines otherwise, the Chair may from time to time appoint any 
individual to serve on any volunteer work group of the Association; provided however, 
the Chair, without the consent of the Board of Directors, shall not be entitled to appoint 
members to any committee described in Section 3.18 herein. The Chair shall also 
perform such other duties and may exercise such other powers as are incident to the 
office of Chair and as are from time to time assigned to him by the Act, these Bylaws, 
the Board of Directors, or an authorized committee thereof. The Chair shall be an ex-
officio member of all committees. 

Section 4.05 Chair-Elect. Except as otherwise determined by the Board of 
Directors, the Chair-Elect shall serve under the direction of the Chair. Except as 
otherwise provided herein, the Chair-Elect shall perform such duties and may exercise 
such powers as are incident to the office of Chair-Elect and as are from time to time 
assigned to him by the Act, these Bylaws, the Board of Directors, an authorized 
committee thereof, or the Chair. In the absence, incapacity, or inability or refusal of the 
Chair to act, the Chair-Elect shall assume the authority and perform the duties of the 
Chair.   

Section 4.06 Secretary. Except as otherwise provided by these Bylaws or 
determined by the Board of Directors, the Secretary shall serve under the direction of 
the Chair. The Secretary shall whenever possible attend all meetings of the members 
and the Board of Directors, and whenever the Secretary cannot attend such meetings, 
such duty shall be delegated by the presiding officer for such meeting to a duly 
authorized assistant secretary. The Secretary shall record or cause to be recorded 
under the Secretaryôs general supervision the proceedings of all such meetings and any 
other actions taken by the members or the Board of Directors (or by any committee of 
the Board in place of the Board) in a book or books (or similar collection) to be kept for 
such purpose. The Secretary shall upon proper request give, or cause to be given, all 
notices in connection with such meetings. The Secretary shall be the custodian of the 
Corporate seal and affix the seal to any document requiring it, and to attest thereto by 
signature. With respect to activities conducted in jurisdictions that require a seal, the 
Secretary may delegate the Secretaryôs authority to affix the Associationôs seal and 
attest thereto by signature to any Assistant Secretary. The Board of Directors may give 
general authority to any other officer or specified agent to affix the Associationôs seal 
and to attest thereto by signature. Unless otherwise required by law, the affixing of the 
Associationôs seal shall not be required to bind the Association under any documents 
duly executed by the Association and the use of the seal shall be precatory in the 
discretion of the Associationôs duly authorized signing officers. The Secretary shall 
properly keep and file, or cause to be properly kept and filed under the Secretaryôs 
supervision, all books, reports, statements, notices, waivers, proxies, tabulations, 
minutes, certificates, documents, records, lists, and instruments required by the Act or 
these Bylaws to be kept or filed, as the case may be. The Secretary may when 
requested, and shall when required, authenticate any records of the Association. Except 
to the extent otherwise required by the Act, the Secretary may maintain, or cause to be 
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maintained, such items within or without the State of South Carolina at any reasonable 
place. The Secretary shall perform such other duties and may exercise such other 
powers as are incident to the office of secretary and as are from time to time assigned 
to such office by the Act, these Bylaws, the Board of Directors, an authorized committee 
thereof, or the Chair. 

Section 4.07 Treasurer. Except as otherwise provided by these Bylaws or 
determined by the Board of Directors, the Treasurer shall serve under the direction of 
the Chair. The Treasurer shall upon request report to the Board of Directors or 
members on the financial condition of the Association. The Treasurer shall perform such 
other duties and may exercise such other powers as are incident to the office of 
treasurer and as are from time to time assigned to such office by the Act, these Bylaws, 
the Board of Directors, an authorized committee thereof, or the Chair. The Treasurer 
shall be the chief financial officer of the Association and chair of the Finance 
Committee. He/she shall receive and review the regular audits of the Association and 
shall present the annual budget to the Board of Directors. 

Section 4.08 Immediate Past Chair. Except as otherwise provided by these 
Bylaws or determined by the Board of Directors, the Immediate Past Chair shall serve 
under the direction of the Chair and shall serve as Chair of the Nominating Committee 
and will administer the election procedure for new Board and Executive Committee 
officers. 
 

Section 4.09 Vice Chair for Programs. Except as otherwise provided by these 
Bylaws or determined by the Board of Directors, the Vice Chair for Programs shall serve 
under the direction of the Chair. The Vice Chair for Programs shall be responsible for 
the communication and implementation of Board policy and procedures as they apply to 
programs, and serve as liaison between the regions and the Board. 

 
Section 4.10 Assistant Officers.  Except as otherwise provided by these Bylaws 

or determined by the Board of Directors, the Assistant Secretaries and Assistant 
Treasurers, if any, shall serve under the immediate direction of the Secretary and the 
Treasurer, respectively, and under the ultimate direction of the Chair. The Assistant 
Officers shall assume the authority and perform the duties of their respective immediate 
superior officer as may be necessary at the direction of such immediately superior 
officer, or in the absence, incapacity, inability, or refusal of such immediate superior 
officer to act. The seniority of Assistant Officers shall be determined from their dates of 
appointment unless the Board of Directors shall otherwise specify. 
 

Section 4.11 Salaries. The salary and other compensation of the Executive 
Director shall be fixed from time to time by the Board of Directors. No other officer shall 
receive a salary or other compensation by reason of the fact that such individual is an 
officer of the Association. 

Section 4.12 Vacancies. A vacancy in the office of Chair shall be filled by the 
Chair-Elect unless he or she is unable to serve, at which time the vacancy shall be filled 
by election of the Board by a majority of votes cast. A vacancy in the office of Chair-
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Elect shall be filled by election of the Board by a majority of votes cast. A vacancy in the 
office of Immediate Past Chair shall be left vacant with the Chair of the Board delegating 
the duties of the position. A vacancy in the office of Vice Chair for Programs shall be 
filled by election of the Board by a majority of votes cast. A vacancy in the office of 
Treasurer shall be filled by election of the Board by a majority of votes cast. 

 
Section 4.13 Removal. Any officer, including the Chair, may be removed from 

office by a vote of two-thirds of the members of the Board of Directors at a duly 
constituted meeting of the Board. Removal may be with or without cause. The person 
under consideration shall be given an opportunity to be heard at the meeting with 
sufficient notice of the proposed removal or suspension to enable preparation of a 
response. Upon a vote on removal, the person under consideration shall not be counted 
in determining the presence of a quorum nor whether the required two-thirds vote has 
been obtained. Upon a vote of removal of the Chair, the Chair-Elect shall preside at the 
meeting. 
 

ARTICLE V 
INDEMNIFICATION 

 
Section 5.01 Scope. The Association shall indemnify, defend and hold harmless 

the Associationôs officers, directors and employees to the fullest extent permitted by, 
and in accordance with the Act. This plan of indemnification shall constitute a binding 
agreement of the Association for the benefit of the officers, directors and employees, as 
consideration for their services to the Association, and may be modified or terminated 
by the Board of Directors only prospectively. Such right of indemnification shall not be 
exclusive of any other right which such directors, officers, employees or representatives 
may have or hereafter acquire and, without limiting the generality of such statement, 
they shall be entitled to their respective rights of indemnification under any bylaw, 
agreement, vote of members, insurance, provision of law, or otherwise, as well as their 
rights under this Article V. 

Section 5.02 Indemnification Plan. The Board of Directors may from time to 
time adopt an Indemnification Plan implementing the rights granted in Section 5.01. This 
Indemnification Plan shall set forth in detail the mechanics of how the indemnification 
rights granted in Section 5.01 shall be exercised; provided, that the Indemnification Plan 
shall include that the Directors shall not be indemnified until twenty (20) days after 
effective written notice is given to the South Carolina Attorney General, as set forth in 
Section 33-31-855(d) of the Act. 

Section 5.03 Insurance. The Board of Directors may cause the Association to 
purchase and maintain insurance on behalf of any person who is or was a Director or 
Officer of the Association, or is or was serving at the request of the Association as a 
Director or Officer of another corporation, or as its representative in a partnership, joint 
venture, trust, or other enterprise, against any liability asserted against such person and 
incurred in any such capacity or arising out of such status, whether or not the 
Association would have the power to indemnify such person. 
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ARTICLE VI 
TRANSACTIONS 

 
Section 6.01 Contracts. The Board of Directors may authorize any Officer or 

Officers, or agent or agents, to enter into any contract or execute and deliver any 
instrument in the name of and on behalf of the Association, and such authority may be 
general or confined to specific instances. 

Section 6.02 Loans. The Board of Directors may authorize any Officer or 
Officers, or agent or agents, to contract any indebtedness and grant evidence of 
indebtedness and collateral therefore in the name of and on behalf of the Association, 
and such authority may be general or confined to specific instances. 

Section 6.03 Checks, Drafts, etc. All checks, drafts or orders for the payment of 
money, notes or other evidences of indebtedness issued in the name of the Association, 
shall be signed by such officer or officers, agent or agents of the Association and in 
such manner as shall from time to time be determined by resolution of the Board of 
Directors. In the absence of such determination by the Board of Directors, such 
instruments shall be signed by the Treasurer or an Assistant Treasurer and 
countersigned by the Chair or Chair-Elect of the Association. 

Section 6.04 Deposits. All funds of the Association shall be deposited from time 
to time to the credit of the Association in such banks, trust companies or other 
depositories as the Board of Directors may select. 

Section 6.05 Gifts.  The Board of Directors may accept on behalf of the 
Association any contribution, gift, bequest or devise for the general purposes or for any 
special purpose of the Association. 

ARTICLE VII 
RECORDS 

 
Section 7.01 Forms of Records. When consistent with good business practices, 

any records of the Association may be maintained in a form other than written form, if 
such other form is capable of reasonable preservation and conversion into written form 
within a reasonable time. 

Section 7.02 Corporate Records. The Association shall keep as permanent 
written records a copy of the minutes of all meetings of its members and Board of 
Directors, a record of all actions taken by the members or Directors without a meeting, 
and a record of all actions taken by committees of the Board of Directors. The 
Association shall maintain appropriate accounting records. The Association or its agent 
shall maintain a record of the name and address, in alphabetical order, of each 
member. The Association shall keep a copy of the following records at its Principal 
Office: 
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A. its articles or restated articles of incorporation and all amendments 
thereto currently in effect; 
 
B. its Bylaws or restated Bylaws and all amendments thereto currently in 
effect; 
 
C. resolutions adopted by its Board of Directors relating to the 
characteristics, qualifications, rights, limitations, and obligations of the 
members or any class or category of members; 
 
D. the minutes of all meetings of members and records of all actions 
approved by the members for the past three (3) years; 
 
E. all written communications to members generally within the past three 
(3) years, including financial statements furnished for the past three (3) 
years; 
 
F. a list of the names and business or home address of its current 
Directors and Officers; and 
 
G. the Associationôs most recent report of each type required to be filed by 
the Association with the South Carolina Secretary of State. 
 

Section 7.03 Inspection Rights. The members shall have only such rights to 
inspect records of this Association to the extent, and according to the procedures and 
limitations, prescribed by the Act. 

Section 7.04 Financial Statements. The Association upon written demand from 
a member shall furnish to the demanding party the Associationôs latest annual financial 
statements, which may be consolidated or combined statements of the Association and 
one or more of its subsidiaries or affiliates. Such statements shall include a balance 
sheet as of the end of the fiscal year and a statement of operations for that year. If 
financial statements are prepared for the Association on the basis of generally accepted 
accounting principles, the annual financial statements also must be prepared on that 
basis. If the annual financial statements are reported upon by a public accountant, the 
accountantôs statement must accompany them. If not, the statements must be 
accompanied by the statement of the Chair or person responsible for the Associationôs 
financial accounting records (1) stating whether or not to the Chair or such personôs 
reasonable belief the financial statements were prepared on the basis of generally 
accepted accounting principles, and if not, describing the basis of preparation, and (2) 
describing any respects in which the statements were not prepared on a basis of 
accounting consistent with the statements prepared for the preceding year. 
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ARTICLE VIII 
MISCELLANEOUS 

 
Section 8.01 Fiscal Year. The fiscal year of the Association shall be established, 

and may be altered, by resolution of the Board of Directors from time to time as the 
Board deems advisable. 

Section 8.02 Seal. The seal of the Association, where required, shall be circular 
in form and shall have inscribed thereon the name of the Corporation, the year of its 
organization, and the words ñCorporate Seal, State of South Carolina,ò or other relevant 
State. 

Section 8.03 Amendments. Subject to the Act and the Articles, these Bylaws 
may be altered, amended, or repealed and new Bylaws may be adopted by a two-thirds 
vote of the members of the Board of Directors present at a meeting called for that 
purpose, subject to the following: (a) the right of the members to alter, adopt, amend, or 
repeal Bylaws as provided in the Act; and (b) action of the members in adopting, 
amending, or repealing a particular Bylaw wherein the Board of Directors is expressly 
prohibited by such member action from amending or repealing the particular Bylaw 
acted upon by the members. The members may amend or repeal any or all of these 
Bylaws even though these Bylaws may also be amended or repealed by the Board of 
Directors, provided that the members comply with all notice and other requirements of 
the Act.    

Section 8.04 Severability. If any provision of these Bylaws or the application 
thereof to any person or circumstances shall be held invalid or unenforceable to any 
extent by a court of competent jurisdiction, such provision shall be complied with or 
enforced to the greatest extent permitted by law as determined by such court, and the 
remainder of these Bylaws and the application of such provision to other persons or 
circumstances shall not be affected thereby and shall continue to be complied with and 
enforced to the greatest extent permitted by law. 

Section 8.05 Usage. In construing these Bylaws, feminine or neuter pronouns 
shall be substituted for masculine forms and vice versa, and plural terms shall be 
substituted for singular forms and vice versa, in any place in which the context so 
requires. The section and paragraph headings contained in these Bylaws are for 
reference purposes only and shall not affect in any way the meaning or interpretation of 
these Bylaws. Terms such as ñhereofò, ñhereunderò, ñheretoò, and words of similar 
import shall refer to these Bylaws in the entirety and all references to ñArticlesò, 
ñParagraphsò, ñSectionsò, and similar cross references shall refer to specified portions of 
these Bylaws, unless the context clearly requires otherwise. Terms used herein which 
are not otherwise defined shall have the meanings ascribed to them in the Act. All 
references to statutory provisions shall be deemed to include corresponding sections of 
succeeding law. 

Section 8.06 Conflict Between Bylaws, Articles and the Act. The Articles and the 
Act (as either may be amended from time to time) are incorporated herein by reference. 
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Any conflict between the terms of these Bylaws, the Articles, or the Act shall be 
resolved in the following order: (1) the Act; (2) the Articles; and (3) these Bylaws. 
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B. POLICIES AND POLICY CHANGES 
Governance policies contained herein are subject to change without notice. Additional 
NACA policies and procedures are located as follows: 
 
1. Financial and Budget Procedures Manual; 
2. Event Policies; 
3. Volunteer Manual. 
 
All policies and changes are reviewed and approved by the Board of Directors. 
 

C. NACA BOARD OF DIRECTORS AND NACA FOUNDATION BOARD 
OF TRUSTEES 

(See also Bylaws, Article III) 
 
The Board of Directors and Board of Trustees are the highest authority of NACA and 
the Foundation, having ultimate responsibility for all Association affairs. The Executive 
Director, Regional Conference Program Committee members and all other elements of 
NACA hold their authority by virtue of delegation by the appropriate Board. 
 
The Board of Directors may meet at any time by call of the Chair of the Board of 
Directors. However, the Board normally meets twice yearly, once prior to the National 
Convention and again in the summer. Between Board meetings, Board actions are 
accomplished by mail ballot or by the Executive Committee. 
 
All members of the Board of Directors will encourage active volunteer involvement and 
leadership by taking the necessary steps to achieve a diverse association through the 
recruitment of volunteers and follows NACAôs Non-Discrimination, Diversity 
Advancement and Affirmative Action Principles. 
 
A member of the NACA Board of Directors may not hold other recognized volunteer 
leadership positions within NACA during their tenure on the Board. Board members may 
be assigned to positions, committees or teams by virtue of their Board position. 
 
Board members will not be allowed to serve in leadership or advisory positions in 
proprietary organizations competing with NACA until such time as their leadership term 
with NACA has been completed, and they must maintain membership in NACA during 
their term, as must all NACA volunteers or leaders. 
 
The NACA Board of Directors holds ultimate fiduciary responsibility for and control of all 
budgetary and monetary matters related to the Association, and any of its ancillary and 
subsidiary component groups or forms.  
 
1. Organizational Chart  
An organizational chart reflecting the current volunteer structure is at the end of the 
document. 
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2. General Job Description, Member, NACA Board of Directors and NACA 
Foundation Board of Trustees 

 

§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: The Board of Directors/Board of Trustees is the 
governing body of the Association and the Foundation and all authority within 
the Association and Foundation is delegated by it. Members of the Board are 
responsible for the overall strategic direction, effectiveness and financial stability 
of the Association.  

 

§ Specific Responsibilities: 

¶ Maintains an awareness of the needs and interests of the membership and 
represents their views during the Boardôs discussions of the Associationôs 
strategic direction; 

¶ Establishes and reviews goals for the Association through the Strategic Plan 
process; 

¶ Provides sufficient documentation to update the Board on events or matters 
within specific areas of responsibility as charged by the Chair or through 
election to an Executive Committee position; 

¶ Approves the annual budget; 

¶ Supports the Associationôs membership recruitment and retention efforts 
through activities determined by the Chair and/or the Executive Committee; 

¶ Follows NACAôs Non-Discrimination, Diversity Advancement and Affirmative 
Action Principles to recommend others to fill available positions in the NACA 
leadership and takes the necessary steps to achieve a diverse Association 
both through the recruitment of volunteers and the development of programs 
and services for the Associationôs members; 

¶ Elects officers to the Board of Directors;  

¶ Evaluates the Executive Director; 

¶ Reviews various written updates from the Board and Office to stay current 
with decisions of the Executive Committee regarding day-to-day governance 
issues; proactively calls the Chair or the Executive Director to discuss if 
questions arise; serves as a resource for other volunteers regarding 
decisions of the Board and/or as a conduit for questions/information for the 
Executive Committee; 

¶ In conjunction with the associate member representative present at a 
regional conference, facilitates the associate member town hall meeting, 
utilizing the agenda prepared by the Chair of the Board and the Associate 
Member Representative to the Executive Committee;  

¶ Attends all Board meetings; 

¶ Represents the Board of Directors as appropriate to the membership and 
other organizations; 
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¶ May serve as a member of or chair a Board standing committee or research 
and recommendation team; 

¶ May attend RCPC meetings and conduct training as assigned by the Chair; 

¶ Is available to travel as requested by the Chair of the Board; 

¶ Participates in Board effectiveness assessment annually; 

¶ Undertakes any additional duties set forth in the Association and Foundation 
Bylaw, or by the Chair of the Board. 

 

§  Term of Office: Two years. Board members may run for two consecutive terms 
on the Board, but with the understanding that they must follow the same 
application procedures as other potential candidates. 

 

§ Qualifications: Members of the Board of Directors should have proven abilities 
of volunteer program management, co-curricular awareness and experience, 
and sound judgment, as well as understanding and appreciation of NACA 
activities. Members should be articulate, provide evidence of leadership skills 
and capabilities, and demonstrate personal skills such as integrity, enthusiasm, 
communication skills, critical thinking, decision-making and follow-through. 

 
Members of the Board must have approval from and support of their institution 
prior to applying for the position (note: support is defined as financial as well as  
time out of the office, etc.), and must maintain NACA membership during their 
term. 
 

3. The Executive Committee, Composition and Responsibilities  
(See also Bylaws, Article IV) 
 
The Executive Committee conducts business on behalf of the Board and is 
authorized to take official action on all matters for the Association and Foundation as 
delegated by the full Board. 

 
The Executive Committee of the Board is composed of the Chair, Chair-elect, 
Immediate Past Chair, Association Treasurer and Vice Chair for Programs, all of 
whom shall be voting members, and an associate representative and the Executive 
Director, both of whom shall be ex-officio, non-voting members. 

 
The Executive Committee generally meets four times annually to review the status of 
the Association. The Executive Committee may meet by conference call to expedite 
important and urgent matters of business. 

 
4. Specific Job Descriptions, NACA Board of Directors and NACA Foundation  

Board of Trustees 
 

a. Chair of the Board of Directors/Board of Trustees 
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§ Reports to: Board of Directors/Board of Trustees 
 

§ General Responsibilities: The Chair of the Board is the chief elected officer 
and executive of the corporation and presiding officer of the Association and 
Foundation, and has overall responsibility for the operation of the volunteer 
leadership and staff, operations, programs, and general organizational well-
being. 
 

§ Specific Responsibilities: 

¶ Serves as the chief representative of the organization and main 
spokesperson for policy issues and matters; 

¶ Presides at all meetings of the Board of Directors/Board of Trustees, 
Executive Committee, and the Association; 

¶ Assures that the Board of Directors/Board of Trustees, Executive 
Committee, and officers are kept informed of the conditions and 
operations of the Association; 

¶ Assures that the Associationôs revenues and expenditures are regularly 
reported to the Board and that all volunteer administration expenses are 
properly monitored and accounted for; 

¶ Develops and sets priorities ï in conjunction with the Board of Directors ï 
for the Associationôs goals and objectives and establishes activities that 
are consistent with the Associationôs Strategic Plan; 

¶ Assures that policies and programs to further the goals and objectives of 
the Association are planned, formulated, and presented to the Board of 
Directors; 

¶ Interprets organization Bylaws, motions, policies, procedures, and other 
such provisions subject to approval by the Board of Directors, and assures 
the effective administration of Association policies, procedures, and 
programs; 

¶ Appoints, assigns and supervises standing committees, research and 
recommendation teams, and other leadership and removes any national 
and regional conference program committee officers in the event that such 
action is necessary, unless otherwise outlined in Association Bylaws; 

¶ Reviews and evaluates the Executive Director at least once annually; 

¶ Assures adequate organizational planning, and organizational and 
program development, including preparation of the Chair-elect; 

¶ Communicates routinely with the Executive Director regarding day-to-day 
operations of the Association; 

¶ Coordinates new Board member orientation for the May Board Retreat 
during his/her term; 

¶ In conjunction with the Associate Member Representative to the Executive 
Committee, drafts an agenda for use by Board and associate member 
representatives during the associate member town hall meetings at 
regional conferences;  
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¶ Submits updates and information for publications as needed; 

¶ Serves as a voting member on the Finance Committee; 

¶ Serves as a voting member of the Executive Committee; 

¶ Serves as an ex-officio, non-voting member of the Campus Entertainment 
LLC Board of Managers; 

¶ Undertakes any additional duties assigned by the Board and/or provided 
for in the Associationôs and Foundationôs Bylaws, policies and procedures. 

 

§ Term of Office: One year as Chair of the Board. 
 

§ Qualifications: The Chair of the Board must have been elected to the Board 
of Directors, served for two years and should have proven abilities of 
leadership, communication, program development and management, 
volunteer effectiveness, management of large and complex activities, and a 
working knowledge of budgets and finance, higher education and the relevant 
campus activities areas and industries. 

 
The Chair of the Board must have approval from and support of their 
institution prior to applying for the position (note: support is defined as 
financial as well as time out of the office, etc.), and must maintain NACA 
membership during their term. 

  
b. Chair-elect of the Board of Directors/Board of Trustees 
 

§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: The primary responsibility of the Chair-elect is to 
become prepared to assume the responsibilities of the Chair of the Board of 
Directors and Board of Trustees by learning the fiscal, administrative, 
operational and programmatic aspects of the Association, establishing 
effective working relationships with the Association leadership, and 
developing program planning. 

 

§ Specific Responsibilities: 

¶ Participates in specified committee functions; 

¶ Becomes informed of all significant Association matters; 

¶ Oversees the Associationôs initiatives on diversity; 

¶ Serves as voting member of the Executive Committee; 

¶ Serves as a voting member on the Finance Committee; 

¶ Acts in the absence of the Chair in conducting all business of the 
Association; 

¶ Serves as an ex-officio, non-voting member of the NACA Services 
Corporation Board of Directors; 

¶ Undertakes any additional duties assigned by the Board and/or provided 
for in the Associationôs and Foundationôs Bylaws, policies and procedures.  
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§ Term of Office: One year as Chair-elect. 
 

§ Qualifications: Must have been elected to the Board of Directors, served at 
least two years on the Board of Directors and should exhibit qualities suitable 
for the Chair of the Board. 

 
The Chair-elect must have approval from and support of their institution prior 
to applying for the position (note: support is defined as financial as well as 
time out of the office, etc.), and must maintain NACA membership during their 
term. 

 
c. Immediate Past Chair of the Board of Directors/Board of Trustees 
 

§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: The Immediate Past Chair serves as resource for 
the Board of Directors, works to assure effective participation of associate 
members in organization affairs, and recruits and develops suitable Board 
candidates for election. 

 

§ Specific Responsibilities: 

¶ Chairs the Board Application Review Committee and supervises and 
coordinates the Board nomination and election process; 

¶ Serves as a voting member of the Executive Committee; 

¶ Participates in all communication efforts with Associate Member Projects 
Coordinators on Regional Conference Program Committees as led by the 
Associate Member Representative to the Executive Committee; 

¶ Submits updates and information for publications as needed; 

¶ Serves as an ex-officio, non-voting member of the NACA Services 
Corporation Board of Directors; 

¶ Undertakes any additional duties assigned by the Board and/or provided 
for in the Associationôs and Foundationôs Bylaws, policies and procedures. 

 

§ Term of Office: One year as Immediate Past Chair. 
 

§ Qualifications: Must have served as Chair of the Board of Directors for one 
year.  

 
The Immediate Past Chair must have approval from and support of their 
institution prior to applying for the position (note: support is defined as 
financial as well as time out of the office, etc.), and must maintain NACA 
membership during their term. 

 
d. Association Treasurer of the Board of Directors/Board of Trustees 
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§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: The primary responsibility of the Association 
Treasurer is to be the chief financial officer of the Association and 
Foundation, and have overall responsibility for the fiscal management of the 
Association and Foundation. 

 

§ Specific Responsibilities: 

¶ Serves as Treasurer of the Association, chairing the Finance Committee 
and developing a budget process and timeline in conjunction with the 
NACA Office; 

¶ Serves as a voting member of the Executive Committee; 

¶ In conjunction with the Vice Chair for Programs, provides regional 
conference program committees with a timeline for PAR Form review, and 
administers the process as necessary; 

¶ Submits updates and information for publications as needed; 

¶ Undertakes any additional duties assigned by the Board and/or provided 
for in the Associationôs and Foundationôs Bylaws, policies and procedures. 

 

§ Term of Office: One year as Association Treasurer. 
 

§ Qualifications: Must have been elected to the Board of Directors, served at 
least one year on the Board of Directors and should exhibit qualities suitable 
for the Association Treasurer.  

 
The Association Treasurer must have approval from and support of their 
institution prior to applying for the position (note: support is defined as 
financial as well as time out of the office, etc.), and must maintain NACA 
membership during their term. 

 
e. Vice Chair for Programs of the Board of Directors/Board of Trustees 

 

§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: The Vice Chair for Programs is responsible for 
communicating and implementing Board policy and procedures as they apply 
to institutes, regional conferences, and other NACA educational programs. 
The Vice Chair for Programs also serves as liaison to program leadership, 
develops and maintains high quality standards of operation, supports training 
and orientation of program committee leaders, and monitors program 
activities and structure, making appropriate recommendations. 

 

§ Specific Responsibilities: 

¶ Serves as a member of the Executive Committee; 

¶ Serves as voting member on the Finance Committee;  

¶ Participates in the calls of the Education Advisory Group as needed; 
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¶ Serves as the volunteer supervisor for Regional Conference Program 
Committee Chairs, Institutes Coordinator, Leadership Fellows Program 
Coordinator and other educational program chairs for issues regarding 
program implementation, budget requests, and policy; 

¶ Submits updates and information for publications as needed; 

¶ In conjunction with the Association Treasurer, provides regional 
conference program committees with a timeline for PAR Form review, and 
administers the process as necessary; 

¶ Communicates Board actions to program leadership; 

¶ Advises and informs the Board regarding program needs, interests and 
actions; 

¶ Recommends appointment and removal of program committee members 
in conjunction with the National Volunteer Development Coordinator to the 
Board Chair; 

¶ Recommends programs for recognition at the annual Volunteer Reception 
(i.e. Special Program Awards). 

¶ Undertakes any additional duties assigned by the Board and/or provided 
for in the Associationôs and Foundationôs Bylaws, policies and procedures. 

 

§ Term of Office: One year as Vice Chair for Programs; can be re-elected to 
serve a second year as Vice Chair for Programs. 

 

§ Qualifications: Must have been elected to the Board of Directors, served at 
least one year and should exhibit qualities suitable for the Vice Chair for 
Programs. Should have knowledge and understanding of NACA educational 
programs activities. 

 
The Vice Chair for Programs must have approval from and support of their 
institution prior to applying for the position (note: support is defined as 
financial as well as time out of the office, etc.), and must maintain NACA 
membership during their term. 

 
f. Student Member to the Board of Directors/Board of Trustees 
 

§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: The Student Members to the Board of Directors 
are responsible for the effective involvement of students in the organizationôs 
operations and policy making. The Student Members are responsible for 
representing studentsô needs and concerns within NACA. 

 

§ Specific Responsibilities: 

¶ Communicates information about NACAôs policies, procedures and 
programs to student leaders in the Association via various student 
communication networking methods, including newsletters, forums, blogs 
and/or other publications; 
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¶ Coordinates the Graduate Program Fairs at all seven regional conferences. 
The tasks involve contacting graduate programs, arranging for information 
for the events, and communicating arrangements to the Office; 

¶ Represents students who serve in the volunteer leadership on the NACA 
Board of Directors/Board of Trustees; 

¶ Undertakes any additional duties assigned by the Board and/or provided 
for in the Associationôs and Foundationôs Bylaws, policies and procedures. 

 

§ Term of Office: Two years. Whenever possible, the Student Members will 
serve a two-year staggered term. In the event an undergraduate student 
representative graduates after one year on the Board, they may not serve a 
second year even if they enroll as a graduate student at a member school the 
next year. When the undergraduate and/or graduate student serves a second 
year, there will not be an election for a student of that same type. 

 

§ Qualifications: The Student Members should possess adequate 
communication skills, as well as an interest in, knowledge of and 
understanding of the mission, policies, procedures, goals and objectives of 
the Association; must be able to travel to meetings and have the support of 
his/her school; must be a registered student at an member institution. 
 
Student Members should also have: 

¶ a minimum of one year of experience in an active programming position 
(preferably two years); 

¶ involvement with NACA, preferably through service with regional 
conference planning or Convention committee or standing committee; 

¶ attendance at one or more regional conferences or a National Convention; 

¶ good academic standing at a NACA member institution (a copy of the 
studentôs transcript must be submitted); 

 
The Student Members must have approval from and support of their 
institution prior to applying for the position (note: support is defined as 
financial as well as time out of the office, etc.), and must maintain NACA 
membership during their term. Students who were previously full-time staff 
members in the campus activities field are not eligible for the student 
category. 

 
g. Associate Member to the Board of Directors/Board of Trustees 
 

§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: The Associate Member to the Board reviews and 
considers the needs and interests of the associate members and 
recommends to the Board of Directors polices and procedures that affect that 
associate membership. 
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§ Specific Responsibilities: 

¶ Serves as an ex-officio, non-voting member of the Board of Directors; 

¶ Maintains an awareness of the needs and interests of associate members 
and represents their views; 

¶ Communicates information about NACAôs policies, procedures and 
programs to associate members; 

¶ Participates in all communication efforts with Associate Member Projects 
Coordinators to Regional Conference Program Committees as led by the 
Associate Member Representative to the Executive Committee; 

¶ Works in unison with the Associate Member Representative to the 
Executive Committee ï assisting with updates, information for 
publications, etc.; 

¶ Undertakes additional duties assigned by the Chair of the Board and/or 
provided for in Association and Foundation Bylaws, policies and 
procedures; 

¶ Attends all Board meetings. 
 

§ Term of Office: One year. The Associate Member to the Board may be 
reappointed to one additional one-year term. An associate member to the 
Board may be appointed to serve as the Associate Member to the Executive 
Committee. An associate member may serve a total of three years on the 
Board. 

 

§ Qualifications: The Associate Member must be a national associate 
member. 

 
The Associate Member must have approval from and support of their firm 
prior to applying for the position (note: support is defined as financial as well 
as time out of the office, etc.), and must maintain NACA membership during 
their term. 

 
h. Associate Member to the Executive Committee of the Board of   

Directors/Board of Trustees 
 

§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: The Associate Member Representative to the 
Executive Committee is responsible for the effective involvement of associate 
members in the Associationôs operations and policymaking. 

 

§ Specific Responsibilities: 

¶ Serves as an ex-officio, non-voting member of the Executive Committee 
and Board of Directors; 
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¶ Represents the Board of Directors at associate member activities at 
regional conferences and at the National Convention. 

¶ In conjunction with the Chair of the Board, drafts an agenda for use by 
Board and associate member representatives during associate member 
town hall meetings at regional conferences;  

¶ Recommends associate members to fill vacant leadership positions; 

¶ Maintains an awareness of the needs and interests of associate members 
and represents their views; 

¶ Communicates information about NACAôs policies, procedures and 
programs to associate members; 

¶ Leads all communication efforts with Associate Member Projects 
Coordinators to Regional Conference Program Committees; 

¶ Works in unison with the Associate Member Representative to the Board ï 
assisting with updates, information for publications, etc.; 

¶ Undertakes additional duties assigned by the Chair of the Board and/or 
provided for in Association and Foundation Bylaws, policies and 
procedures; 

¶ Attends all Board meetings. 
 

§ Term of Office: One year. The Associate Member to the Executive 
Committee may be reappointed to two additional one-year terms. An 
associate member may serve a total of three years on the Board. 

 

§ Qualifications: The Associate Member must be a national associate 
member. Experience as the associate member to the Board and/or 
experience as an associate member to an RLT or regional conference 
program committee. 

 
The Associate Member must have approval from and support of their firm 
prior to applying for the position (note: support is defined as financial as well 
as time out of the office, etc.), and must maintain NACA membership during 
their term.  

 
i. Executive Director of NACA and NACA Foundation 

 

§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: Serves as the chief salaried executive officer of 
NACA; recommends and participates in the formulation of new policies and 
makes decisions within existing policies as they have been approved by the 
Board of Directors/Board of Trustees. Plans, organizes, directs and 
coordinates the staff, programs and activities of the Association. Maintains 
effective internal and external relationships. Develops and implements 
strategies and action steps to achieve economical and productive 



Revised July 2010 36 
 

performance by NACA Office staff and foster the overall growth of the 
Association. In cooperation with volunteers, develops and implements 
proactive and future-oriented programming and activities for membership. 

 

§ Specific Responsibilities and Authority: Within the limits of the Bylaws and 
policies established by the Board of Directors/Board of Trustees, the 
Executive Director is responsible for, and has commensurate authority to 
accomplish the duties set forth below. He or she may delegate portions of 
his/her responsibilities consistent with sound operations and authorized 
policies and procedures, together with proportionate authority for their 
fulfillment, but he/she may not delegate nor relinquish any portion of the 
accountability for results: 

¶ Plans, formulates, and recommends for the approval of the Board of 
Directors/Trustees basic policies and programs, including financial and 
budgeting programs, which will further the objectives of the Association; 

¶ Sees that the Chair of the Board of Directors/Board of Trustees and key 
committee members are kept fully informed on the conditions and 
operations of the Association, and on all important factors influencing 
them; 

¶ Serves as the spokesperson for NACA ï in concert with the Chair of the 
Board ï and, as such, undertakes as many speeches, appearances, and 
other opportunities for contact with both public and private sectors as 
feasible and appropriate; 

¶ Sees to the development of specific policies, procedures and programs to 
implement the general policies and activities authorized by the Board of 
Directors/Board of Trustees; and further sees that these policies, 
procedures and programs are effectively administered and controlled; 
authorizes all NACA Office policies; 

¶ Sees that sound plans of organization are maintained for the NACA Office 
and that major additions, eliminations, or alterations in the Associationôs 
plans of operations are properly controlled; oversees the directions and 
coordination of all approved programs, projects and major activities of the 
NACA Office staff; 

¶ Provides for optimum utilization of key staff in the NACA Office, and sees 
that the Association is staffed with competent people; follows NACAôs 
Non-Discrimination, Diversity Advancement and Affirmative Action 
Principles; sees that staff performance reviews are conducted in a timely 
fashion, that staff are delegated appropriate authority and are 
compensated equitably relative to each other, and that appropriate 
limitations of the staffôs authority are defined and understood with respect 
to policy, commitment, expenditures, and actions affecting personnel; 

¶ Subject to overall personnel policy, hires key management personnel and 
oversees the hiring of support personnel, maintenance of salary 
administration procedures, training and motivation of staff; has ultimate 
responsibility and authority for promotions and terminations; 
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¶ Provides the necessary liaison and staff support to committees/councils, 
and provides authority to staff members to enable them to properly 
perform their liaison functions; sees that committee/council decisions are 
submitted to the Board of Directors/Board of Trustees for approval; 

¶ Authorizes and executes such contracts and commitments as may be 
authorized by the Board of Directors/Board of Trustees or established 
policies; 

¶ Promotes interest and active participation in NACA activities among the 
membership, and supervises proper communication of activities of the 
Board and the Association through the communication function of the 
Association; 

¶ In cooperation with the Finance Committee, Association Treasurer and 
staff, develops, recommends, and, upon approval, operates within an 
annual budget; oversees the authorized and proper expenditure of funds, 
and assures that all funds, physical assets, and other property of the 
Association are appropriately safeguarded and administered; 

¶ Assists with the strategic planning efforts of the Association in cooperation 
with the appropriate volunteers; 

¶ Develops and maintains the marketing efforts of the Association for the 
approval of the Board of Directors/Board of Trustees; 

¶ Serves as Secretary for the Association, maintaining official minutes of 
Board of Directors/Board of Trustees and other official meetings of the 
Association; provides security for all files, legal and historic documents; 

¶ Undertakes additional duties as may be delegated by the Board of 
Directors/Board of Trustees or Executive Committee. 

 

§ Relationships: 

¶ Is directly responsible to the Chair of the Board of Directors/Board of 
Trustees for the administration of the NACA Office and for proper 
interpretation and fulfillment of the functions of this position description 
and the fulfillment of NACAôs program of work and budget as approved by 
the Board of Directors/Board of Trustees; 

¶ Is an ex-officio non-voting member of the Board of Directors/Board of 
Trustees and Executive Committee; 

¶ Is responsible for the conduct and operation of key staff personnel and 
supervises operations and activities of the key staff in guiding and 
coordinating operations and activities of NACA employees; 

¶ Maintains direct staff liaison to specific committees and communicates 
with the chairs of all major committees/councils, when appropriate, for 
mutual exchange of information; 

¶ Maintains such relationships with other associations, industry, 
government, public service organizations, suppliers, and others as 
desirable or necessary to serve the best interests of NACA, including the 
development and implementation of non-dues revenue generation in 
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conjunction with appropriate volunteers; 

¶ Attends all meetings of the Board of Directors/Board of Trustees, the 
Executive Committee, and the Finance Committee, and is responsible for 
the preparation of annual and interim reports to the Board of 
Directors/Board of Trustees and Executive Committee. 

 

§ Qualifications:  

¶ A bachelorôs degree from an accredited college or university is required. 
Experience and training in organizational development, personnel 
management, marketing, public relations, fundraising, corporate planning, 
financial development and planning, computer management, meeting 
planning, association management, strategic planning, volunteer 
management and administration, and non-profit organizational 
management is required. 

¶ Skills in written and oral communication, interpersonal relationships, 
decision making, problem solving, computer applications, human 
relationships, and leadership are beneficial. 

¶ Working knowledge of campus activities, student affairs, student 
development, and higher education preferred. 

 

§ NACA Executive Director Annual Performance Evaluation Procedure: 
This performance evaluation will serve as a permanent record of the 
Executive Directorôs job performance for the period of time listed, and will 
remain a permanent record in the Executive Directorôs personnel file 
maintained by the Chair of the Board of Directors. 

¶ Chair distributes evaluation instrument to Board of Directors, Executive 
Committee, and Executive Director early in January. 

¶ Response deadline set by Chair (usually early February). 

¶ Chair places the evaluation on the Executive Committee agenda during 
February Annual Meeting. 

¶ Executive Committee conducts discussion and determines to 
renew/terminate employment agreement (Executive Director not present 
at this time). 

¶ Chair and Chair-elect meet with Executive Director to discuss Executive 
Committeeôs evaluations in April (usually at transition meeting). 

¶ Executive Director presented set of expectations for Executive Committee 
discussion and approval during May Executive Committee meeting. 

¶ The goals and objectives agreed to by the NACA Executive Director and 
the Executive Committee will be shared with the Board of Directors in July. 

¶ Evaluation covers April to April each year. Employment Agreement is 
renewed on May 1 each year with not less than three calendar months 
prior notice for termination. 

 
5. Board of Directors Statement of Confidentiality, Standards of Conduct, and 

Conflict of Interest Policies 
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NACA Board of Directors members are required to acknowledge of the NACA Board 
of Directors statement of confidentiality, standards of conduct and conflict of interest 
policy. Board members will be asked to list any possible conflicts of interest, 
including membership in or employment by other associations, groups or 
companies. 

 
Statement of Confidentiality 
Boards are often exposed to confidential information critical to the well being of 
an association. Information generally considered confidential and/or privileged 
includes planning documents, businesses/legal negotiations or contracts, fund 
raising/sponsorship information, personnel files and matters involving competing 
organizations. It is important that we acknowledge the inherent conflict between 
transparency and confidentiality. However, when properly adhered to, 
confidentiality does not have to contradict NACAôs efforts to be transparent and 
accountable. It is often in our best interests to share information with 
stakeholders, donors, sponsors, etc. But NACA operates in a competitive and 
legalistic environment. Sound and cogent confidentiality policies are important to 
our credibility and reputation.  
 
Below are points to be cognizant of: 

¶ Board members are required to act in good faith and on behalf of the 
Association. 

¶ As a board member your duty is to NACA or the profession, not your 
college or firm. 

¶ Your duty is fiduciary, legal and ethical. 

¶ We have an expectation of honesty, respect and integrity. 

¶ You should adhere to Association policies. 

¶ You should conduct the affairs of the Association in good faith and with 
due diligence. 

¶ Except as otherwise expressly authorized by the chair or executive 
director, or required by law, no member shall share, copy, reproduce, 
transmit, divulge or otherwise disclose confidential information related to 
the affairs of the Association, and each member will uphold the 
confidentiality of all meetings and other deliberations and communications 
of the Board. 

¶ No member shall use any information provided during board meetings or 
other deliberations in any manner other than the furtherance of her or his 
board duties.  

 
Standards of Conduct 
Board members of the National Association for Campus Activities are required to 
act in good faith on behalf of the Association. They must avoid undisclosed and 
other conflicts of interest in deliberations on behalf of the Association. They must 
maintain the confidentiality of Association information. Their duty of loyalty when 
working on behalf of the Association is to the profession/industry and the 
Association. This duty is both a legal duty, and an ethical one, which has 
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historically been very important to NACA. All staff, Board members and 
volunteers of the Association should act with honesty, respect, integrity and 
openness.  
 
Members of the Board shall at all times comply with the following code of conduct 
in their capacity as Board members: 
 

1. Each member will assure that his or her organization remains a member 
of the Association.  

 
2. Each member will comply with all laws and policies applicable to the 

Association and to individual Board members, including laws and policies 
relating to antitrust compliance, non-discrimination and financial reporting.  

 
3. Each member will conduct the business affairs of the Association in good 

faith and with honesty, integrity and due diligence.  
 
4. Except as otherwise expressly authorized or required by law, no member 

shall share, copy, reproduce, transmit, divulge or otherwise disclose any 
confidential information related to the affairs of the Association, and each 
member will uphold the strict confidentiality of all meetings and other 
deliberations and communications of the Board.  

 
5. No member of the Board will use any information provided during Board 

meetings or other deliberations in any manner other than in furtherance of 
his or her Board duties.  

 
6. No member will misuse Association property or resources.  
 
7. No member will attempt to persuade any employee of the Association to 

leave the Association to become employed elsewhere, unless the 
Association has reached a collective conclusion that this is the appropriate 
action. Likewise, no member will attempt to persuade any member, 
exhibitor, contractor or other third party not to do business with the 
Association.  

 
8. No member of the Board may be involved in the leadership or governance 

of a competing organization/association (profit or not-for-profit). 
 

Conflict of Interest 
A conflict of interest may exist when the interests or concerns of any Board 
member, or said personôs immediate family, or any party, group or organization 
to which said person has allegiance, may be seen as competing with the 
interests or concerns of NACA. 
 
No Board member shall use his or her position, or the knowledge gained there 
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from, in such a manner that a conflict arises between the interests of NACA or 
any of its affiliates and his or her personal interests. 
 
Each Board member has a duty to place NACAôs interests foremost in any 
personal dealings with NACA and has a continuing responsibility to comply with 
the requirements of this policy. 
 
The conduct of personal business between any Board member and NACA is 
prohibited without written approval by the Executive Committee of the Board after 
full disclosure by the Board member. A conflict of interest potentially arises when 
a Board member is an ñinterested partyò in a particular transaction. An interested 
party is a Board member who has a ñfinancial interestò in a transaction. A Board 
member has a financial interest if the individual has, directly or indirectly, through 
business, investment or family: 
 

1. An ownership or investment interest in any entity with which NACA has a 
transaction or arrangement or 

 
2. A compensatory arrangement with any entity or individual with which 

NACA has a transaction or arrangement or 
 

3. A potential ownership or investment interest in, or compensation 
arrangement with, any entity or individual with which NACA is negotiating 
a transaction or arrangement. 

 
If a Board member is an interested party in a proposed transaction involving 
NACA, or holds a position as trustee, director or officer in an organization 
involved in a transaction or arrangement with NACA, he or she must make 
prompt full disclosure of his or her interest or relationship. In addition, he or she 
will recuse himself or herself from any Board discussion, consideration or vote 
with regard to such transaction or arrangement unless and until the Executive 
Committee determines that a conflict of interest does not exist. 
 
NACA is a membership organization, and Board members have a compensated 
professional relationship with colleges, universities and associates that are 
member institutions. Such member institutions routinely have multiple 
transactions with NACA relating to event transactions, professional development, 
surveys and other research activities. The Conflict of Interest Policy is not 
intended to cover these routine transactions. In like manner, the fact that a Board 
memberôs institution or company pays dues to NACA is not attributable in any 
way to the individual Board member, and does not make the Board member an 
interested party in a NACA transaction with another entity. However, where such 
an institution or company is to have a predominant or significant role in a 
substantial transaction or arrangement with NACA, the Board member with a 
compensated professional relationship with such institution or company should 
disclose that relationship.  
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6. Elections Procedures and Qualifications for NACA Board of Directors/Board of 
Trustees 

 
a. Election Process for the NACA Board of Directors/Board of Trustees 
 

§ Information on the election process for the Board of Directors, and 
applications, will be available on the NACA Web site, in the NACA 
enewsletter and in Campus Activities Programming magazine. Questions will 
be directed to the Immediate Past Chair, who serves as the Chair of the 
Board Application Review Committee.  

 

§ Current Board members, particularly those attending regional conferences, 
should talk with potential candidates about the process and be available to 
answer questions prospective candidates may have about the Board of 
Directors/Board of Trustees. 

 

§ On the application, or attached to the form, should be the following: 

¶ The job description for a member of the Board of Directors/Board of 
Trustees; 

¶ A list of the criteria that will be used for selection of candidates to be 
placed on the ballot; 

¶ A request for a resume and any additional information required to certify 
that candidates meet the minimum qualifications and criteria as listed 
below; 

¶ A request for a photograph (to be included in the brochure accompanying 
the ballot) and biography of the nominee and candidate statement (as it 
would appear in the brochure accompanying the ballot ï not to exceed 
150 words), and a letter of support from the nomineeôs institution/firm; and,  

¶ Information encouraging prospective members to contact the Immediate 
Past Chair or current or past Board members with questions or concerns. 

 

§ Nominations from members will be accepted. If a candidate is nominated by 
another member, he/she will be informed of the nomination and will be 
responsible for completing an application, and supplying the accompanying 
information, as outlined above.  

 

§ Applications will be reviewed by the Board Application Review Committee 
prior to the National Convention. The Board Application Review Committee is 
not required to interview all candidates. For example, those candidates who 
do not meet minimum qualifications as listed below will not be granted an 
interview. Prior to the National Convention, all applicants will receive 
notification of their status for an interview appointment at the National 
Convention. 

 

§ All candidates are expected to attend the National Convention. 
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§ All candidates will be invited to attend a Board candidate orientation 
conducted by the Immediate Past Chair and the Chair-elect.  

 

§ Following the Convention, all candidates will be notified by the Chair of the 
Board Application Review Committee as to the status of their candidacy. 

 
b. Candidate Minimum Qualifications and Criteria 
The following qualifications shall be sought and criteria shall be used by the 
Board Application Review Committee in their selection of candidates for the 
Board of Directors/Board of Trustees: 

 

§ Members of the Board of Directors should have proven abilities of volunteer 
program management, co-curricular awareness and experience, and sound 
judgment, as well as understanding and appreciation of NACA activities. 
Members should be articulate, provide evidence of leadership skills and 
capabilities, and demonstrate personal skills such as integrity, enthusiasm, 
communication skills, critical thinking, decision-making and follow-through. 

§ Members of the Board must have approval from and support of their 
institution or firm, demonstrated by a letter from his/her supervisor/advisor, 
prior to applying for the position (note: support is defined as financial as well 
as time out of the office, etc.).  Members must also be sensitive to issues of 
diversity.  

§ Consistent with the Association Bylaws, no person will be eligible for election 
or appointment to the Board of Directors if that personôs institution/firm 
already has a Board member at the time the election or appointment is 
effective. 

§ Additional minimum qualifications include: 
   Staff: 

¶ a minimum of five years of professional work experience, preferably at 
the management level; 

¶ a knowledge of the Association, its structure and the campus activities 
profession;  

¶ full-time employment by a NACA member institution; 

¶ involvement with NACA, preferably through service on a conference or 
convention program committee, standing committee, or other 
regional/national leadership position. 

¶ attendance at three or more NACA events (regional conferences, 
National Convention, or institutes);  

 
Student: 

¶ a minimum of one year of experience in an active programming position 
(preferably two years); 

¶ involvement with NACA, preferably through service on a Regional 
Conference Program Committee or other volunteer leadership position; 
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¶ attendance at one or more regional conferences or a National 
Convention; 

¶ good academic standing at a NACA member institution (a copy of the 
studentôs transcript must be submitted); 

 
Students who were previously full-time staff members in the campus 
activities field are not eligible for the student category. 
 
One student representative will be an undergraduate student from a 
member institution and one a graduate student from a member institution. 
When no qualified or interested undergraduate/graduate student is 
available, the Chair may choose to allow two undergraduate/graduate 
students to sit on the Board. When the undergraduate and/or graduate 
student serves a second year, there will not be an election for a student of 
that same type.  

 
Associate: 

¶ a minimum of five years of professional work experience, including at 
least two years with a NACA member firm; 

¶ a knowledge of the Association, its structure, the entertainment industry 
and the campus activities profession; 

¶ full-time employment by a NACA member firm; 

¶ involvement with NACA, preferably through service on a conference or 
convention program committee, standing committee, or other 
regional/national leadership position;  

¶ attendance at one or more regional conferences in the previous three 
years and two or more national conventions.  

 

§ In determining which candidates should be forwarded to the ballot (or in the 
case of associates, recommended for confirmation by the Board), the Board 
Application Review Committee will consider a variety of elements including, 
but not limited to, the following: 

¶ The ability of the candidate, during their interview, to demonstrate a 
clear understanding of the role of NACA as well as the role of campus 
activities within education, and to clearly articulate their perceptions of 
the effectiveness of each; 

¶ The candidateôs quality, length and timing of prior service to the 
Association; 

¶ The candidateôs personal skills and strengths including integrity, 
enthusiasm, commitment, communications skills, critical thinking, and 
decision-making; 

¶ The candidateôs knowledge and understanding of NACA, its structure, 
goals, purpose, current issues, and future direction, which must be 
clearly demonstrated during the candidate interview; 

¶ Evidence of the candidateôs leadership skills and capabilities; 
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¶ Evidence of the candidateôs positive interpersonal skills. 
 
In addition, the Board Application Review Committee is charged with developing 
as diverse a ballot as possible. 
 
Decisions regarding candidates for the ballot are made at the sole discretion of 
the Board Application Review Committee.  

 
c. Board of Directors Election Procedures ï Staff and Students 
 

§ Insofar as there are qualified candidates, the ballot shall contain names of 
more than one candidate for each vacancy. 

§ A brochure describing each candidate and, whenever possible, featuring a 
photo of each candidate, shall be sent to the voting membership along with a 
ballot. 

§ Balloting for the Board of Directors shall be conducted by mail or through 
electronic means upon completion of the ballot by the Board Application 
Review Committee, as soon as possible following the National Convention. 
Board approval of the ballot shall not be required for action. Each school 
member of NACA shall be entitled to cast one vote for each vacancy. 

§ Those candidates receiving the greatest number of votes cast shall be 
elected even if they do not constitute a majority of votes. 

§ Complete ballots must be received in the NACA Office by the date indicated 
on the ballot. Key contacts for school sectional and standard affiliate 
members, as well as professional members, all of whom are non-voting, will 
receive ñfor information onlyò brochures and ballots. 

§ There can be no written form of campaigning by a candidate for the NACA 
Board of Directors/Board of Trustees. 

§ There will be no official campaigning to endorse the candidate for the Board 
of Directors/Board of Trustees by the NACA leadership. 

§ All ballots are tabulated by the NACA Office, and the membership is notified 
by the Chair of the Board. 

§ Each nominee will be notified both in writing and by phone within two days of 
ballot tabulation of the results of the election. The entire slate of new Board 
members will not be made public until each nominee has been contacted 
(within 10 working days of notification by mail). 

§ If two or more candidates for election receive the same number of votes 
resulting in no clear winner, a run-off election will be held among those 
candidates tied. The run-off election will commence within two weeks of the 
conclusion of the prior election and conclude in time to permit the successful 
candidates(s) to assume office on May 

§ Each candidate elected to the Board of Directors must relinquish any other 
volunteer position they hold within NACA. 
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d. Board of Directors Election Procedures ï Associates 
 

§ The Board Application Review Committee will recommend one candidate for 
each associate vacancy for appointment to the Board of Directors.   

§ The Board of Directors will meet during the Convention to approve the 
appointment of the associate member candidates. 

§ Each candidate elected to the Board of Directors must relinquish any other 
volunteer position they hold within NACA. 

§ Should there be fewer applications than position for Associate Member on the 
Board, the process identified in section e. should be followed. 

 
e. Board of Directors Election Procedures ï Fewer applicants than 

positions 

§ Should there be fewer applicants for any vacant general Board positions at 
the initial January application deadline, a second deadline will be advertised 
and promotion for those positions electronically sent. The secondary deadline 
will be no later than February 1. 

§ The Board Application Review Committee will reconvene via conference call 
after this deadline to discuss the candidacy status of any additional 
applications that were received. 

§ Should no additional applications be received for advertised positions, the 
Chair-elect of the Board should add an agenda item to the February Board 
Meeting to brainstorm potential candidates for these positions. Personal 
contact should be made by the Immediate Past Chair inviting these potential 
candidates to apply. Any candidates identified through this process should 
apply by March 15. 

§ The Immediate Past Chair and the Chair-elect will review the applications 
received to clarify that minimum qualifications to serve on the Board are met. 
For all candidates that meet these qualifications, the Chair-elect would 
conduct interviews via phone with each person. All interviews should be 
complete with the intent of appointments to the vacant positions being made 
by April 1. The appointment to these positions will be made by the Chair-
elect. 

§ Any candidate that is appointed to the Board through this process is 
appointed for only one year and would need to apply through the Board 
Application process to be on the Board again, should this be their intent. No 
candidate appointed to the Board through this process is eligible to run for an 
EC position until elected by the general membership through a regular 
election, or appointed through the traditional appointment process, as would 
be appropriate with associate candidates. 
 

f. Mid-Term Vacancies 
 

§ Vacancies occurring mid-term on the Board shall be filled by majority vote of 
the Board members then in office. Appointments to fill vacancies will the 
remainder of the term for the position being filled.  
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§ If a Board memberôs status changes from student to staff, or in the case of 
staff, from a qualified staff member to non-qualified staff or a non-staff 
position, then the Board position shall be declared vacant and the Chair of the 
Board shall appoint an eligible member of an institutional member of NACA to 
the Board of Directors for the duration of the vacated term of office. 

 
g. Board Officer Election Procedures  
At the annual February Board meeting, NACA Board members elect the 
Executive Committee of the Board of Directors. Board members may be self-
nominated or nominated by a colleague from the Board of Directors for any 
offices for which they qualify. Although candidates for Board offices may be 
nominated at any time, even at the Board meeting, candidates are encouraged to 
state their intent by completing a nomination form, platform statement, and any 
other pertinent information about their candidacy by the date determined by the 
Immediate Past Chair in order for this information to be shared with all Board 
members prior to the actual election process. An individual may be nominated for 
more than one office provided that individual qualifies for the position. 
 
The election process is by secret ballot. Each Board member receives a ballot for 
each office and places their candidateôs name for that office on the ballot. The 
order of officer elections is as follows: 

¶ Confirmation is given to the Immediate Past Chair position. 

¶ Confirmation is given to the Chair position for the Board of Directors. 

¶ Nominations and seconds for the Chair-elect position are received. The 
interviewing of each candidate takes place immediately following the 
nominating process. The election of the Chair-elect takes place 
immediately following the interviews. 

¶ Nominations and seconds for Vice Chair for Regions are entertained. The 
same process is held as for the Chair-elect. 

¶ Nominations and seconds for Association Treasurer are entertained. The 
same process is held as for the Chair-elect. (Note: the Association 
Treasurer has a two-year term; therefore, this election will occur every 
other year.) 

 
6. Standing Committees 
All Standing Committees are required to follow NACAôs Non-Discrimination, Diversity 
Advancement and Affirmative Actions Principles to recommend others to fill available 
positions in the NACA leadership and takes the necessary steps to achieve a diverse 
Association both through the recruitment of volunteers and suggesting to the Board of 
Directors new or modified programs and services for the Associationôs members. 
 

a. Finance Committee 
The Finance Committee is chaired by the Association Treasurer, and the 
members shall be the Chair of the Board, the Chair-elect, the Vice Chair for 
Programs, one Board staff member at-large and the Executive Director. 
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§ Reports to: Chair of the Board of Directors/Board of Trustees 
 

§ General Responsibilities: The Finance Committee will endeavor to provide 
opportunities for leadership to participate in the budget process whenever 
feasible. The overall goal is to have a fair budget process and a sense of 
satisfaction with budget allocations, a reduction in the overall time 
requirement for the budget process, and a clearer, more realistic 
understanding of the Associationôs finances. 

 

§ Specific Responsibilities: 

¶ Develop and recommend the Association and Foundation annual budgets, 
and continually review and recommend appropriate financial policies; 

¶ Recommend budget adjustments as needed and emergency adjustments 
as required, subject to Executive Committee and/or Board approval. 
Forecast financial needs and concerns in a two-year cycle and 
recommend appropriate actions to the Board; 

¶ Monitor reserves through review of financial reports and all investment, 
reserve and financial polices; 

¶ Recommend and review capital expenditures and other revenue 
enhancement activities. 

 

§ Term of Office: One year concurrent with the fiscal year; may be reappointed 
to consecutive years. 

 

b. National Convention Program Committee 
The NACA National Convention Program Committee is chaired by a school staff 
member selected by the Chair-elect of the Board. The focus of this group is on 
the educational program. The Chair of the Board of Directors serves as an ex-
officio member of the Committee, to whom the National Convention Program 
Committee Chair reports. Other members of the National Convention Program 
Committee are recommended by the Chair-elect of the National Convention 
Program Committee to the Chair-elect of the Board for appointment. These 
positions include the Educational Programs Coordinator and the Convention 
Services Coordinator. 

 

§ National Convention Program Committee Chair: In keeping with the goals 
outlined in the Associationôs Strategic Plan, oversees the educational 
program process, special programs and Convention services. In conjunction 
with the Chair of the Board and the NACA Office, selects featured speakers 
that will serve in various capacities at the Convention. Recommends the 
appointment of the Convention Program Committee volunteers. The focus of 
this position is educational and program-oriented in nature. 
 

¶ Reports to: Chair of the NACA Board of Directors 
 

¶ General Responsibilities: 
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o The Chair of the National Convention Program Committee is 
responsible for the coordination and supervision of the Convention 
Program Committee; 

o The Chair works in direct consultation with the Chair of the Board of 
Directors and the NACA Office. 

 

¶ Specific Responsibilities: 
o In conjunction with the Chair-elect, recommends a diverse and 

representative National Convention Program Committee for 
appointment by the Chair of the Board of Directors; 

o Is the direct supervisor for the Educational Programs Coordinator, the 
Convention Services Coordinator and the Chairs of the National 
Convention Showcase Selection Committees; 

o In conjunction with the Chair of the Board of Directors, presides at 
National Convention activities and functions as informed by the NACA 
Office, and undertakes other tasks as appropriate to National 
Convention educational program management; 

o Submits articles for publications as needed; 
o Updates and revises the National Convention educational programs 

planning notebook and sends to new Chair of the National Convention 
Program Committee within one month following the current National 
Convention; 

 

¶ Term of Office: 18 months from appointment in September year prior to 
conclusion of Convention for which responsible. 

 

¶ Qualifications: 
o The National Convention Program Committee Chair must have 

approval from and support of their institution prior to applying for the 
position (note: support is defined as financial as well as time out of the 
office, etc.), and must maintain NACA membership during their 
appointment. 

o Service as a previous member of the National Convention Program 
Committee or a Regional Conference Program Committee; 

o Must be full-time staff members at a NACA member institution.  
 

§ The Committee responsibilities shall be as follows: 

¶ Educational Programs Coordinator: Coordinates the solicitation and 
selection of educational sessions, hot topics, networking sessions and 
professional development sessions. This position recommends volunteers 
to assist in specific areas related to the educational program. Works with 
the Chair of the National Convention Program Committee and the Chair of 
the Board of Directors to determine whether any special exhibits of an 
educational nature should be displayed at the Convention (note: this 
decision may also be based on budgetary considerations). 
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¶ Convention Services Coordinator: Supervises the volunteers who 
oversee the Volunteer Center, the Graduate Intern Program and the World 
of Ideas. 

 

¶ Reports to: Chair of the National Convention Program Committee 
 

¶ Specific Responsibilities: 
o All appointed members will attend meetings during the 

preceding National Convention and participate in scheduled 
committee calls as necessary;  

o The focus of the Committee is to drive the educational program 
for the Convention, creating an educational event that has 
relevant program content and is enticing to professional staff 
and students, as well as diverse in nature. 

 

¶ Qualifications: 
o Members of the National Convention Program Committee must have 

approval from and support of their institution prior to applying for the 
position (note: support is defined as financial as well as time out of the 
office, etc.), and must maintain NACA membership during their 
appointment. 

o All committee members must be full-time staff members at NACA 
member institutions.  

 

c. National Convention Showcase Selection Committee 
The Chair of the Showcase Selection Committee and all members are appointed 
by the Chair of the Board. The committee make-up shall include at least five 
students and four staff. Ex-officio, non-voting members of the Committee will 
include the Showcase Production Coordinator and representative(s) from the 
NACA Office. Committee members will be chosen with sensitivity to the need for 
broad representation of the Association (i.e., large school; small school; diversity 
which is defined as ethnic identification/race, gender, disability, sexual 
orientation, age and religion; regional; etc.) and previous experience on a 
showcase selection committee.  

 

§ National Convention Showcase Selection Committee Chair: The National 
Convention Showcase Selection Committee Chair is appointed by the Chair 
of the Board of Directors and is responsible for the supervision of the National 
Convention Showcase Selection Committee, assuring that the Mainstage and 
Club showcase acts are selected in a reasonable, prudent and equitable 
manner according to established criteria. 

 

¶ Reports to: Chair of the National Convention Program Committee 
 

¶ General Responsibilities: The National Convention Showcase Selection 
Committee works in conjunction with the NACA Office to ensure that 
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procedure and process is appropriately followed so as to allow the 
committee to choose a showcase line-up that provides for variety and 
diversity in acts. 

 

¶ Specific Responsibilities: 
o Recommends appointments to the National Convention 

Showcase Selection Committee to the National Convention 
Program Committee Chair; 

o Oversees the selection process and manages the selection 
meeting according to established criteria. 

 

¶ Term of Office: One year. May be reappointed to serve an additional 
year. 

 

¶ Qualifications: 
o The National Convention Showcase Selection Committee Chair must 

have approval from and support of their institution prior to applying for 
the position (note: support is defined as financial as well as time out of 
the office, etc.), and must maintain NACA membership during their 
appointment. 

o Must have served on at least one National Convention Showcase 
Selection Committee (preferred) or regional showcase selection 
committee prior to serving as Chair; 

o Must be a staff member at a NACA member institution; 
o Must not be a current or former employee or intern of an NACA 

associate member firm or agency, or plan to be employed by or be an 
intern for an NACA associate member firm or agency within the next 
fiscal year.  

 

§ The National Convention Showcase Selection Committee: The committee 
is responsible for the selection of Mainstage and Club showcases for the 
National Convention. 

 

¶ Reports to: National Convention Showcase Selection Committee Chair 
 

¶ Specific Responsibilities: The Committee is responsible for assuring 
that the showcase acts chosen for the National Convention are selected in 
a reasonable, prudent and equitable manner according to established 
criteria. 

 

¶ Qualifications: 
o Members of the National Convention Showcase Selection Committee 

must have approval from and support of their institution prior to 
applying for the position (note: support is defined as financial as well 
as time out of the office, etc.), and must maintain NACA membership 
during their appointment. 
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o Must have served on at least one regional showcase selection 
committee. 

 

d. National Convention Lecture Showcase Selection Committee 
The committee is responsible for the selection of Lecture and Training 
showcases for the National Convention.  
 

§ The National Convention Lecture Showcase Selection Committee 
This selection committee will include two (2) professional staff members with 
experience in the promotion and production of a major lecture series, one to 
be appointed Chair of the Committee by the Chair of the Board of Directors, 
two (2) student members that have responsibility for lecture programming on 
their campuses and one faculty member that has experience in the 
promotion and production of a lecture series on this campus. The Executive 
Director or his/her designee will serve on the committee ex-officio.  

 

¶ Reports to: Chair of the National Convention Program Committee 
 

¶ Specific Responsibilities: The Committee is responsible for assuring 
that the Lecture and Training showcase acts chosen for the National 
Convention are selected in a reasonable, prudent and equitable manner 
according to established criteria. The selections will be made by a special 
committee comprised of five (5) voting members not serving on the 
National Convention Showcase Selection Committee.  

 

¶ Qualifications: 
o The National Convention Lecture Showcase Selection Committee must 

have approval from and support of their institution prior to applying for 
the position (note: support is defined as financial as well as time out of 
the office, etc.), and must maintain NACA membership during their 
appointment. 

o Must not be a current or former employee or intern of an NACA 
associate member firm or agency, or plan to be employed by or be an 
intern for an NACA associate member firm or agency within the next 
fiscal year. 

 
e. Board Application Review Committee 
The Board Application Review Committee shall be as follows: the Immediate 
Past Chair of the Board of Directors as Chair; a Student Representative to the 
Board of Directors; one staff-at-large Board of Directors member; and two at-
large members who are staff at member schools.  The Committee shall reflect 
the diverse makeup of the Association. 
 
An appointed member of the Board Application Review Committee may not 
serve if someone from the appointed memberôs institution/firm is applying for the 
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Board of Directors. In this instance, a new member of the Committee who fills 
the same requirements will be appointed. 

 

§ Board Application Review Committee Chair: Develops and coordinates the 
process for seeking nominations of individuals wishing to run for election to 
the Board of Directors and for Executive Committee positions on the Board. 

 

¶ Reports to: Chair of the Board of Directors/Board of Trustees 
 

¶ Specific Responsibilities:  
o Identifies timeline, materials, and process for announcing the 

opportunities for application; 
o Sends letters and applications to interested parties, explaining 

procedures for application and elections; 
o Coordinates publicity of the application process with the NACA Office; 
o Receives and collects applications, letters of recommendation, and 

biographical material from applicants; 
o Arranges for and supervises the Board Application Review 
Committeeôs work during the National Convention, including schedule 
of meeting space, process and selection of candidates for the Board 
ballot; 

o Trains, educates, and provides orientation for the Board Application 
Review Committee prior to the National Convention; 

o Facilitates the Board Application Review Committeeôs pre-screening of 
all applicants to ensure they meet the minimum qualifications and to 
notify those who will not be interviewed; 

o Communicates the Board Application Review Committee interview 
schedule and process to the applicants; 

o Reports to the Board of Directors the progress and results of the 
Committeeôs deliberations and recommendations; 

o Notifies all candidates of the Committeeôs decisions promptly after the 
National Convention; 

 

¶ Term of Office: One year. 
 

¶ Qualifications: Shall be Immediate Past Chair of the Board of Directors. 
 

§ Board Application Review Committee: The Board Application Review 
Committee shall be selected by the Immediate Past Chair, and approved by 
the Chair of the Board of Directors, by Dec. 1 immediately prior to the 
Convention at which interviews are being held. 
 

¶ General Responsibilities:  
o To pre-screen applications to schedule interviews and determine if 

minimum qualifications have been met; 
o To interview Board candidates and recommend a slate of qualified 
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candidates for the ballot or appointment; 
o The Chair of the Board Application Review Committee may not vote 

unless there is a tie. 
 

¶ Qualifications: Committee members who are not currently members of 
the Board of Directors must have significant experience with NACA, 
including attendance at NACA programs and active service in volunteer 
leadership positions. 

 

¶ Term of Office: One year; may be reappointed to serve consecutive 
years. 

 
f. Awards Committee 
The anonymous awards selection committee for the Patsy Morley Outstanding 
Programmer Award, C. Shaw Smith New Professional Award, and the Frank 
Harris Outstanding Student Government Advisor Award is composed of the 
following: Chair; the two Student Member Representatives of the Board of 
Directors; two at-large members who are staff at member schools; and an Office 
contact (non-voting member) (note: the Founders Award and the Lifetime 
membership award winners will be chosen by the Executive Committee).  
The Awards Committee shall be selected by the Chair of the Board of Directors 
by June 1 of each year.  

 
g. Educational Advisory Group 
The Educational Advisory Group is in place to identify current issues in student 
activities and higher education that should be addressed through NACAôs 
educational programs for students and professional staff. This group will be 
made up of four volunteers and the NACA Director of Education and Research.  

 

¶ Reports to: Chair of the Board of Directors/Board of Trustees 
 

¶ General Responsibilities:  
o Assist in the development of desired curriculum and content, breaking 

down broad topics into specific components; 
o Assist in connecting with experts and resources; 
o Communicate regularly by email and monthly by phone. 

 

¶ Qualifications:  
o Possess a broad and significant level of knowledge and experience 

within student activities and higher education; 
o Considered a leader within the field; 
o Must have served a significant portion of career as professional staff in 

student affairs; 
o Knowledgeable/Experienced in the delivery of a variety of formats 

including presenting, writing, e-learning and assessment in order to 
increase skills of volunteers. 
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¶ Term of Office: Two year term. 
 
h. Membership Committee 

The Membership Committee is to examine issues related to membership 
including developing strategies for recruitment and retention. 
 

¶ Reports to: Chair of the Board of Directors/Board of Trustees 
 

¶ General Responsibilities:  
o Develop tactics for recruiting new school members to NACA; 
o Build a list of target schools utilizing professional contacts and 

knowledge of the field; 
o Participate in committee conference calls twice a month. 

 

¶ Specific Responsibilities:  
o Contact prospective members by phone or email to invite them to join 

NACA and attend events, including both professional staff and 
students; 

o Contact members who have not renewed and encourage them to 
renew; 

o Contact lapsed members to evaluate and respond to needs not being 
met by NACA; 

o Contact select new members by phone or email to welcome them to 
NACA and invite them to the next event; 

o Greet and introduce new members and prospective members to key 
national and regional leadership at regional conferences and the 
National Convention; 

o Accompany NACA on occasional one-to-one recruitment visits and/or 
attend non-member luncheons held in your area; 

o Identify new member benefits and services that are needed based on 
feedback collected, as well as enhancements to existing member 
benefits; 

o Recruit staff at new member schools to volunteer with NACA. 
 

¶ Qualifications:  
o Possess a broad and significant level of knowledge of NACA programs 

and services; 
o Possess a comfort level in speaking about membership benefits. 

 

¶ Term of Office: One year term. 
 

i. Research Award Committee 
The Research Award Committee will be comprised of three professional staff. 
The committee is supported by appropriate NACA Office staff. Membership on 
the Research Award Committee will be Anonymous. The chair of the committee 
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recommends persons to be appointed to the Research Award Committee to the 
Chair of the Board of Directors/Board of Trustees. 

 

¶ Reports to: Chair of the Board of Directors/Board of Trustees 
 

¶ General Responsibilities:  
o The chair is responsible, with appropriate NACA Office staff, for 

facilitating the selection processes for all NACA Research awards and 
grants. 

 

¶ Specific Responsibilities:  
o Screens and selects research award recipients; 
o Develops selection criteria, procedures and timelines for new research 

programs; 
o Makes recommendation to the Board of Directors/Board of Trustees for 

new research programs and policies. 
 

¶ Qualifications:  
o A minimum of 6-8 yearsô involvement in student affairs, campus 

activities or NACA; 
o Must have a terminal degree; 
o Consideration should be given to have at least one member of the 

committee be a faculty member in higher education/student affairs or 
relevant field. 

 

¶ Term of Office: Two year term. Term may be extended at the discretion 
of the Chair of the Board of Directors/Board of Trustees. 

 

j. National Volunteer Development Team 
This team is charged NACA forward in forming sound volunteer management 
practices. 

 

¶ Reports to: National Volunteer Development Coordinator 
 

¶ General Responsibilities:  
o The two individuals who work with the National Volunteer Development 

Coordinator make up the team that moves NACA forward in forming 
sound volunteer management practices. 

 

¶ Specific Responsibilities:  
o Provide a structured timeline for recruitment that balances the needs of 

current leadership, Office staff, and future volunteers. Develop a 
catalog of volunteer opportunities for recruitment and selection. This 
could be a part of the volunteer manual and should be available on the 
NACA website; 
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o Develop recruitment plan for increasing the number of school members 
who present at regional conferences and the National Convention; 

o Establish ongoing working relationship with the RVDCs. Develop a 
recruitment plan for increasing the number of applications for RCPC 
openings; 

o Work with the NACA office to review current volunteer recruitment 
marketing pieces; timeline for development; method of dissemination; 
etc. Details of each position should include: job description; 
qualifications; timeline for selection; amount of time required; duration 
of position; whether the position if for staff, grad, or undergrad; who the 
position reports to (contact person); 

o Work with the NACA office to utilize current database in the following 
manner: track positions applied for and accepted by each volunteer, 
and utilize this information to determine other areas of interest to the 
volunteer as well as the possible development of a volunteer transcript 
for each volunteer; 

o Initiate the establishment of a volunteer experience assessment 
instrument which will assist in highlighting beneficial experiences, as 
well as areas in need of additional training. This assessment will also 
assist in determining if a volunteer position needs to be refocused or is 
no longer necessary. The Steps to Individual Excellence as a Campus 
Activities Professional could serve as a resource in developing this 
instrument; 

o Insure involvement in the selection of every NACA volunteer. Work 
with RVDCs to insure that every applicant is interviewed. Those not 
selected should be assisted in identifying other areas of interest. 
Volunteering onsite should also be suggested; 

o Establish a consistent selection notification system which includes a 
personal phone call (from NVDC or appropriate supervisor), then 
followed up by an appointment letter. Once developed, the letter 
should be available on the NACA website for the appropriate 
supervisor to download and personalize. The letter should be 
accompanied with a job description, and mutual expectations 
agreement; 

o Work with the RVDCs to implement a system where each volunteer is 
talked with one-on-one at each NACA event to quickly discuss their 
involvement experience, and what position(s) they might be interested 
in for the coming year. If feasible, connect the person to the 
appropriate volunteer holding the position to provide a shadowing 
opportunity to determine if position is indeed of interest. The one-on-
one could be held by NVDC, RVDC, Board member on site, or other 
designated person, and a form should be developed for their use; 

o Work with NACA office to send a letter of acknowledgement to the 
professional work supervisor of the volunteer (copy to volunteer) upon 
completion of their assignment. This letter should highlight their 
contributions to NACA and applaud their efforts; 
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o Coordinate Years of Service Pins to recognize volunteers for 5, 10, etc. 
years of service to NACA; 

o All Regional Conference Program Coordinators should receive their 
conference program booklet cover framed as a gift; 

o A standard part of the regional NACA Website should list award 
winners from all over the Association ï include regional awards, 
national awards, service citations, regional program awards, etc. 
Highlight program awards in Programming Magazine. Consider 
eliminating individual plaques for program awards and have a 
sustaining plaque in the NACA Office; 

o Initiate the establishment and implementation of a RVDC training 
program. Ideally this would be a face-to-face training, with conference 
call follow ups; 

o Review, revise, and/or develop job descriptions for each volunteer 
position. Due to the enormity of the task, a timeline should be 
developed based on the volunteer recruitment cycle. Each position 
should be tied to a component of the NACA strategic plan; 

o Develop a Volunteer Manual that provides an overview of the NACA 
volunteer experience, as well as mutual expectations, Who to Contact 
list, etc. This might be an ideal place to reference the Steps to 
Individual Excellence as a Campus Activities Professional. Consult the 
Volunteer Management R&R Report for additional suggestions; 

o Work with Chair-Elect, VCP, RVDCs, Institute Series Coordinator and 
NACA office to establish a timeline for volunteer training at various 
times of the year (i.e. summer meetings, regional conferences/national 
conventions, etc.); 

o Develop training pieces for volunteers at regional conferences and 
national conventions. Training could be conducted by the NVDC or 
Board Member on site. Training materials should also be made 
available on the NACA website for those unable to attend. See the 
Volunteer Management R&R Report for suggested items to include in 
trainings; 

o Insure that all pertinent working committees meet at regional 
conferences/national conventions, and assist in developing the agenda 
(including standard pieces for team building and achieving committee 
objectives). 

 

¶ Qualifications:  
o Must be a full-time staff member at a current member institution; NACA 

membership must remain current throughout term of office; 
o Has significant experience in the different facets of volunteer 

management (recruitment, selection, training, supervision, recognition); 
o Must be able to participate on regular conference calls; 
o Must have approval from and support of their institution prior to the 

applying for the position (note: support is defined as financial as well 
as time of the office, etc.). 
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¶ Term of Office: Two year term. Term for each team member would 

stagger. One of the initial team members will serve a one-year term. 
 
 

k. Foundation Development Steering Committee 

¶ Supervision Received: Chair of the NACA Board of Directors/NACA 
Foundation Board of Trustees 

 

¶ General Responsibilities: To examine issues and strategies related to 
the NACA Foundation and assist with increasing its donations and 
stature.  

 

¶ Specific Responsibilities: 
o Participate in conference calls as needed. 
o Meet once a year at the National Convention. 
o Help identify current and prospective donors. 
o Contact peers, if available, by phone or email during foundation 

campaigns. 
o Assess the current state of the Foundation funds and recommend 

strategic direction to the Foundation Board of Trustees. 
o Identify potential donor benefits that are needed based on feedback 

collected as well as enhancements to existing donor benefits. 
o Work with the NACA Marketing and Development Coordinator. 
o Work with and maximize annual giving via identifying opportunities for 

donor and sponsor solicitation. 
o Identify key contacts with appropriate government officials and 

resources to increase the possibilities of special grants and other 
support for scholarships. 

o Responsible for, with the NACA Office, endowment and planned giving 
program. 

o Develop ideas and recruit sponsors to assist in fundraising events 
including the Silent Auction and similar fundraising initiatives. 

o Report on the committeeôs activities to the Foundation Board of 
Trustees in May, July, December and February. 

 

¶ Composition and Terms of Service: 
o Two school staff ï Each will serve a two-year term. Terms will be 

staggered. One person will be named Committee Chair each year by 
the Chair of the Board of Directors. (This number could be expanded 
as the work of the committee grows) 

o One Associate Member ï This person will serve a two-year term. 
o One Student Board Member ï This person will serve a one-year term. 
o Terms will run from May 1 to April 30. 

 
 



Revised July 2010 60 
 

¶ Qualifications: 
o Possess a broad and significant level of knowledge and years of 

service to NACA 
o Possess a comfort level in speaking with peers about NACA 

Foundation. 
 

¶ Selection: 
o Applications will be reviewed by the Chair-Elect of the Board of 

Directors in consultation with the NACA Office. Appointments will be 
forwarded to and made by the Chair of the Board. 

 

 

7. Ad Hoc Board Committees 
All Ad Hoc Board Committees are required to follow NACAôs Non-Discrimination, 
Diversity Advancement and Affirmative Actions Principles to recommend others to fill 
available positions in the NACA leadership and takes the necessary steps to achieve a 
diverse Association both through the recruitment of volunteers and suggesting to the 
Board of Directors new or modified programs and services for the Associationôs 
members. 
 

a. Association Management and Operations Review Committee 
The Chair and the members of this ad hoc committee will be appointed by the 
Chair of the Board of Directors. The term of the Chair and the members of 
AMORC will end when its study is completed or at the end of the following fiscal 
year. If its study continues into the next fiscal year, the Chair and the member(s) 
of AMORC may be reappointed. 

 

¶ Reports to: Chair of the Board of Directors/Board of Trustees 
 

¶ General Responsibilities: This Committee shall serve on an ad hoc basis 
as directed by the NACA Board of Directors. AMORC will coordinate, 
make recommendations, and monitor studies which relate to the 
management and operations review for NACA and NACA Foundation. 
AMORC may also be assigned specific tasks as they relate to the 
implementation of the study 

 

¶ Term of Office: One year; may be reappointed to serve consecutive 
years. 

 

b. Research and Recommendation Teams 
The Chair and the members of R&R Teams will be appointed by the Chair of the 
Board of Directors. The term of the Chair and the members of these teams will 
end when its study is completed or at the end of the following fiscal year. If its 
study continues into the next fiscal year, the Chair and the member(s) of R&R 
teams may be reappointed. 

 

¶ Reports to: Chair of the Board of Directors/Board of Trustees 
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¶ General Responsibilities: The R&R Teams shall serve on an ad hoc 
basis as directed by the NACA Board of Directors. R&R Teams will 
coordinate, make recommendations and monitor studies which relate to 
the management and operations review for NACA and its programs or 
focus.  

 

¶ Term of Office: One year; may be reappointed to serve consecutive 
years. 

 

8. Association Liaisons 
Liaisons to other associations, consortiums or task forces are appointed by the Chair of 
the Board of Directors. 
 

a. NACA Liaison to The Council for the Advancement of Standards in 
Higher Education (CAS) 

 

¶ Reports to: Chair of the Board of Directors/Board of Trustees 
 

¶ General Responsibilities: To represent NACA on the Council and keep 
NACA membership informed of Council programs, projects and resources. 

 

¶ Specific Responsibilities: 

o Represent NACAôs needs.  
o Attend two annual meetings of the Council. 
o Forward minutes of each meeting to the NACA Office. 
o Communicate CAS activity and information to volunteer supervisor and 

NACA Office on a regular basis. 
o Check with Chair of NACA Board of Directors on all agenda items in 

order to be able to present NACA position appropriately. 
o Communicate NACA position on CAS business at CAS meetings. 
o Make presentations to NACA Board of Directors when invited. 
o Assignments and committee work for CAS. 
o Development of articles for NACA publications. 
o Presentation of an educational session at each NACA Convention, 

sharing information about CAS and its activities. 
 

¶ Qualifications: 

o Seasoned professional with the knowledge and ability to work 
with other higher education associations; 

o Terminal degree preferred; masterôs required, given the 
membership of CAS; 

o The NACA Liaison to CAS must have approval from and 
support of their institution prior to applying for the position. 
(note: support is defined as financial as well as time out of the 
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office, etc.), and must maintain NACA membership during their 
appointment 

 

¶ Term of Office: Three year appointment, with the option of up to two 
additional years. 

 
 
 

b. NACA Liaison to the Higher Education Association Sustainability 
Consortium (HEASC) 

 

¶ Reports to: Board representative to the Education Advisory Group 
 

¶ General Responsibilities: To represent NACA on the Consortium and 
keep NACA membership informed of Consortium programs, projects and 
resources. 

 

¶ Specific Responsibilities: 
o Represent NACAôs needs.  
o Participate in HEASC meetings, either by phone or in person. 
o Forward minutes of each meeting to the NACA Office. 
o Communicate HEASC activity and information to volunteer supervisor 

and NACA Office on a regular basis. 
o Check with Board representative to the NACA Educational Advisory 

Group on all agenda items in order to be able to present NACA 
position appropriately. 

o Communicate NACA position on HEASC business at HEASC 
meetings. 

o Make presentations to NACA Board of Directors when invited. 
o Assignments and committee work for HEASC. 
o Development of articles for NACA publications. 
o Presentation of an educational session at each NACA Convention, 

sharing information about HEASC and its activities. 
o Work in collaboration with the Director of Education & Research and 

the NACA Education Advisory Group regarding the integration of 
sustainability topics into the education and professional development 
of members. 

 

¶ Qualifications: 
o The NACA Liaison to HEASC must have approval from and support of 

their institution prior to applying for the position. (note: support is 
defined as financial as well as time out of the office, etc.), and must 
maintain NACA membership during their appointment 

o Seasoned professional with the knowledge and ability to work with 
other higher education associations.  
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o Must have experience and knowledge with sustainability issues in 
higher education. 

o Must be available throughout the year to accomplish the duties above. 
 

¶ Term of Office: Three year appointment, with the option of up to two 
additional years. 

 

c. NACA Liaison to the Inter-Association Task Force on Alcohol and Other 
Substance Abuse Issues (IATF) 

 

¶ Reports to: Board representative to the Education Advisory Group 
 

¶ General Responsibilities: To represent NACA on the IATF and keep 
NACA membership informed of IATF programs, projects and resources. 

 

¶ Specific Responsibilities: 
o Represent NACAôs needs.  
o Participate in IATF meetings, either by phone or in person. 
o Forward minutes of each meeting to the NACA Office. 
o Communicate IATF activity and information to volunteer supervisor and 

NACA Office on a regular basis. 
o Check with Board representative to the NACA Educational Advisory 

Group on all agenda items in order to be able to present NACA 
position appropriately. 

o Communicate NACA position on IATF business at IATF meetings. 
o Make presentations to NACA Board of Directors when invited. 
o Assignments and committee work for IATF. 
o Development of articles for NACA publications. 
o Presentation of an educational session at each NACA Convention, 

sharing information about IATF and its activities. 
o Work in collaboration with the Director of Education & Research and 

the NACA Education Advisory Group regarding the integration of 
sustainability topics into the education and professional development 
of members. 

 

¶ Qualifications: 
o The NACA Liaison to IATF must have approval from and support of 

their institution prior to applying for the position. (note: support is 
defined as financial as well as time out of the office, etc.), and must 
maintain NACA membership during their appointment 

o Seasoned professional with the knowledge and ability to work with 
other higher education associations.  

o Must have experience and knowledge with alcohol and substance 
abuse issues in higher education. 

o Must be available throughout the year to accomplish the duties above. 
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¶ Term of Office: Three year appointment, with the option of up to two 
additional years. 

 

d. NACA Liaison to the American College Health Association (ACHA) 
 

¶ Reports to: Board representative to the Education Advisory Group 
 

¶ General Responsibilities: To represent NACA on the Working Group for 
Healthy Campus 2020 and keep NACA membership informed of related 
programs, projects and resources. This includes: 
o Helping to define healthy concepts and a healthy student body. 
o Assist the working group in determining specific, measurable health 

goals and objectives for students and institutions. 
o Provide help in prioritizing, disseminating and implementing evidence-

based approaches to improving the health of students and the 
environment of campuses. 

 

¶ Specific Responsibilities: 
o Represent NACAôs needs.  
o Participate in ACHA meetings, either by phone or in person. 
o Forward minutes of each meeting to the NACA Office. 
o Communicate ACHA activity and information to volunteer supervisor 

and NACA Office on a regular basis. 
o Check with Board representative to the NACA Educational Advisory 

Group on all agenda items in order to be able to present NACA 
position appropriately. 

o Communicate NACA position on ACHA business at ACHA meetings. 
o Make presentations to NACA Board of Directors when invited. 
o Assignments and committee work for ACHA. 
o Development of articles for NACA publications. 
o Presentation of an educational session at each NACA Convention, 

sharing information about ACHA and its activities. 
o Work in collaboration with the Director of Education & Research and 

the NACA Education Advisory Group regarding the integration of 
sustainability topics into the education and professional development 
of members. 

 

¶ Qualifications: 
o The NACA Liaison to ACHA must have approval from and support of 

their institution prior to applying for the position. (note: support is 
defined as financial as well as time out of the office, etc.), and must 
maintain NACA membership during their appointment 

o Seasoned professional with the knowledge and ability to work with 
other higher education associations.  

o Must have experience and knowledge with health issues in higher 
education. 
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o Must be available throughout the year to accomplish the duties above. 
 

¶ Term of Office: Three year appointment, with the option of up to two 
additional years. 

 
e. NACA Liaison to The Placement Exchange (TPE) 

 

¶ Reports to: Board representative to the Education Advisory Group 
 

¶ General Responsibilities: To represent NACA on The Placement 
Exchange and coordinate NACA programs and services related to TPE. 

 

¶ Specific Responsibilities: 
o Represent NACAôs needs.  
o Participate in TPE meetings, either by phone or in person. 
o Forward minutes of each meeting to the NACA Office. 
o Communicate TPE activity and information to volunteer supervisor and 

NACA Office on a regular basis. 
o Check with Board representative to the NACA Educational Advisory 

Group on all agenda items in order to be able to present NACA 
position appropriately. 

o Communicate NACA position on TPE business at TPE meetings. 
o Make presentations to NACA Board of Directors when invited. 
o Assignments and committee work for TPE. 
o Development of articles for NACA publications. 
o Presentation of an educational session at each NACA Convention, 

sharing information about TPE and its activities. 
o Work in collaboration with the Director of Education & Research and 

the NACA Education Advisory Group regarding the integration of 
sustainability topics into the education and professional development 
of members. 

o Coordinate the recruitment of additional NACA volunteers to assist with 
TPE activities, i.e. staffing booth, conducting informational sessions, 
developing resources. 

o Assist in coordinating any membership recruitment efforts as part of 
TPE such as regional recruitment, meetings, receptions, etc. 

 

¶ Qualifications: 
o The NACA Liaison to TPE must have approval from and support of 

their institution prior to applying for the position. (note: support is 
defined as financial as well as time out of the office, etc.), and must 
maintain NACA membership during their appointment 

o Seasoned professional with the knowledge and ability to work with 
other higher education associations.  

o Must have experience and knowledge with career-related issues in 
higher education. 
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o Must be available throughout the year to accomplish the duties above. 
 

¶ Term of Office: One year, May 1-April 30. 
 

¶ Selection: Upon recommendation of the NACA Office, appointment will be 
made by the Chair of the Board. Consideration will be given to those 
within close proximity to the location of The Placement Exchange that 
year. 

 

9. Other Job Descriptions 
Other nationally recognized job descriptions are incorporated in a Volunteer Manual and 
Position Listing. These include, but are not limited to: National Volunteer Development 
Coordinator, Institutes Coordinator, Leadership Fellows Program Coordinator, Diversity 
Advisory Group, Regional Conference Program Committee positions, etc. These 
positions will be updated and modified as needed, and will be housed in the office of the 
NACA Director of Education and Research. 
 
Policies related to the development of additional institutes and other educational 
programs are managed by the NACA Educational Advisory Group.   
 

10. Nepotism and Volunteer Positions 
In order to prevent the perception of conflicts of interest, spouses/partners, children 
and/or other immediate family members may not serve in nationally recognized 
leadership positions at the same time if one member is deemed to be in a supervisory 
or leadership capacity with regard to the other. For example, if one spouse is serving as 
a Regional Conference Program Committee Chair, the other could not serve on the 
same RCPC, regardless of position, since the Regional Conference Program 
Committee Chair serves in a leadership capacity for the entire regional conference. 
 
In addition, spouses/partners, children and/or other immediate family members of 
volunteers in nationally recognized leadership positions may not serve as third-party 
contractors to the Association. Additional policies regarding nepotism and the NACA 
Office are included in the NACA Employee Handbook. 
 
11. Procedures for Board Business 
The following procedures are generally followed in preparing and undertaking business 
by the NACA Board of Directors: 

 

¶ The Chair of the Board will call for agenda items and develop an agenda 
which will be sent out to members of the Board at least one week prior to the 
meeting. 

¶ The Chair will call for reports as needed.  

¶ As needed, the Chair of the Board of Directors shall refer substantive 
motions to the Rules Committee for a review of clarity and accuracy of 
language and intent. Once the Committee has ruled on a motion, it will be 
placed before the Board for further action. 

¶ Bylaws may be amended by a vote of two-thirds of the members of the Board 
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of Directors present at any regular meeting or at a special meeting called for 
that purpose. Notice and a copy of any proposed amendment shall be sent to 
all members and to each member of the Board at least 30 days prior to the 
meeting at which the amendment is to be considered. The membership shall 
be notified of adopted Bylaw amendments by the most feasible means. 

¶ A copy of the proposed budget and/or budget adjustments should be mailed 
to the Board a minimum of two weeks prior to the meeting. 

 
12. NACA Relationship with Past Board Chairs 

NACA affirms its commitment to continuing communication with its past Chairs following 
their terms on the Board. This relationship is designed to preserve the history and 
heritage of NACA, enhance the current Association by capitalizing on the expertise and 
dedication of past Board Chairs, and foster continued involvement and support of the 
Association by past Chairs. 
 
Past Chairs of the NACA Board of Directors will: 

¶ Receive a copy of Leadership Update and other appropriate publications; 

¶ Be invited to the annual Leadership Reception & Recognition Program; 

¶ Be invited to a special function for past Chairs at the National Convention; 

¶ Be asked to assist in special projects (e.g. anniversary celebrations, 
serving as a sounding board on issues, soliciting contributors, etc.); 

¶ Receive a subscription to Campus Activities Programming magazine;  

¶ Receive a waiver of registration fees for the National Convention. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised July 2010 68 
 

D. NACA REGIONAL CONFERENCES 
NACA has seven regional conference programs held around the country, planned by 
Regional Conference Program Committees (RCPCôs). The RCPCôs organize these 
events under the auspices of the national Association, and are financially and 
programmatically accountable to the Board of Directors. These regional conferences 
are currently organized around the geographic breakdown as identified in the following 
map. 
 
1. Geographical Delineation for Regional Conference Planning 
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2. Regional Conference Program Committees 
The Regional Conference Program Committee will be comprised of the following roles. 
For specific job descriptions, please refer to the position descriptions in the Volunteer 
Manual. 
 

§ Regional Conference Program Chairperson (lead volunteer) 

¶ Regional Conference Program Chairperson-elect 

§ Education and Professional Development Coordinator 

¶ Professional Development Programs Coordinator 

¶ Graduate Intern Coordinator 

¶ Diversity Initiatives Coordinator 

§ Volunteer Development Coordinator 

¶ Volunteer Center Coordinator 

§ Conference Logistics Coordinator 

¶ Communications Coordinator 

¶ Conference Treasurer  

¶ Registration Coordinator  

¶ Special Events Coordinator 

§ Business Networks Coordinator 

¶ Showcase Selection Chairperson 

¶ Regional Block Booking Coordinator 

¶ Showcase Production Coordinator 

¶ Campus Activities Marketplace Coordinator 

§ Associate Member Projects Coordinator 

¶ Associate Member Liaison 

§ Student Projects Coordinator  

¶ Foundation Fundraiser Coordinator (student) 

¶ School Swap Coordinator (student) 

¶ Graphics Competition Coordinator 
 
Regional Conference Program Committees may choose to add additional volunteer 
roles; however, only the formally recognized roles listed above will be budgeted for 
attendance at pre-conference and planning meetings.   
 
The term of service for all appointments will be approximately 15 months, with each 
volunteer on the Regional Conference Program Committee attending the regional 
conference prior to the conference for which they are serving in a role. Volunteers 
should not serve more than two consecutive terms in the same Regional Conference 
Program Committee position. 
 
The Regional Conference Program Committee will be supported by the Board of 
Directors of the Association. The Vice Chair for Programs (VCP) will serve as the point 
of contact for all issues pertaining to regional conferences. For matters pertaining to the 
regional conference which have financial implications, the Association Treasurer should 
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also be included. The VCP will have regular communication with the Regional 
Conference Program Chairperson through conference call or email communications.   
 

E. NACA OFFICE 
The NACA Office is located at 13 Harbison Way, Columbia, South Carolina 29212. The 
telephone number is (803) 732-6222. Regular office hours are from 8:30 am to 5:30 pm, 
Eastern Time, Monday through Friday. 
 
The employees in the NACA Office work with the NACA volunteers to provide 
membership services, coordinate the day-to-day operations and support the 
Associationôs leadership. The NACA Office is divided into five functional areas ï the 
Executive Director, Membership Marketing and Communications, Event Services and 
Member Relations, Finance and Administration, and Education and Research.  
 

F. GENERAL GUIDELINES FOR VOLUNTEER PROCESSES 
 
1. Recruitment 
Solicitation for open volunteer positions occurs as needed. Anyone interested in 
volunteering can check the NACA Web site for applications and submit them through 
the portal. Open positions may also be advertised in Association publications and other 
available means. Deadlines for positions vary, and are highlighted on the Web site or 
through enewsletters. 

 
2. Commitment to Diversity 
NACA has a strong commitment to diversity as a core value of the Association, 
recognizing that it enhances and enriches the overall experience of all Association 
members. Each and every individual needs to be sensitive to these issues this core 
value and follow through with the process. 
 
All current volunteers will be asked to take that extra step to solicit a pool of volunteers 
for their particular area of responsibility that is diverse in nature. The programs we offer 
must reflect this effort and can be seen through diversity educational components or 
sessions at regional and national programs. We need to strive for a balance and 
diversity in all of the programs and services we offer, including, but not limited to, 
showcases, Programming magazine, and any other publications deemed appropriate. 
Also, volunteers must adhere to the NACA Non-Discrimination, Diversity Advancement 
and Affirmative Action Principles. 
 
3. Volunteer Appointment Process 
All volunteers in nationally recognized leadership positions are officially appointed by 
the Chair of the Board of Directors. Nationally recognized positions include: 

§ Institute Project Coordinators and staff; 

§ National Convention Program Committee; 

§ Regional Conference Program Committees; and, 

§ Association Liaisons. 
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In order to recommend someone for one of these positions, the volunteer supervisor 
should forward the appointment request to the NACA Office. The NACA Office will 
review previous requests to see if the nominated appointee has been nominated for any 
other positions during the same volunteer cycle, to determine whether the nominated 
appointeeôs school is currently a member, etc. The Office will then forward the 
nomination to the Chair of the Board for final action. The Chair of the Board will notify 
the NACA Office regarding disposition of the appointment as soon as possible following 
receipt of the information. If for some reason the Chair does not agree to the 
appointment of the volunteer, the volunteer supervisor and/or the individual requesting 
the appointment will be notified of this decision; the volunteer supervisor and/or 
individual requesting the appointment may follow up with the Chair to request the 
reasons for not approving the appointment. 
 

The term of appointment begins only upon approval by the Chair, and concludes at the 
time outlined in the appropriate job description and/or conversation with volunteer 
supervisor. For specific information about position terms, refer to the Volunteer Manual 
and Job Listing. 
 
4. Commitment to NACA 
Individuals appointed/elected to a nationally recognized leadership position should not 
serve simultaneously in any other leadership position within NACA. This will allow the 
Association to expand its pool of volunteers and those volunteers in place will not 
become overburdened. Exceptions may only be granted by the Chair of the Board of 
Directors. 
 
All NACA volunteers commit that they will complete projects and assignments within the 
specified timeframes, including any evaluations, project summaries, or other information 
required by the Board. All NACA volunteers also commit that they will make every effort 
to attend all meetings required by their position, communicate in a timely manner with 
other volunteers and the NACA Office. Finally, all NACA volunteers generally must 
comport themselves in a professional manner that supports NACAôs mission and goals, 
and that reflects positively on NACA, while undertaking their volunteer responsibilities.  
 
All volunteers must have written approval from and support of their institution prior to 
applying for their volunteer position (note: support is defined as financial as well as time 
out of the office, etc.), and must maintain NACA membership during their term. 
 
5. Training 
The type of information/training a volunteer receives is dependent on his/her volunteer 
position. Generally, volunteers in nationally recognized positions will receive a variety of 
informational resources to help prepare them for their positions. Each volunteer is 
responsible for thoroughly reviewing the informational, policy and other materials sent, 
and for asking questions to help clarify any processes they do not understand. The 
majority of the training volunteers will receive is through their review of the documents, 
training calls, electronic methods, etc. given to them and the resolution of any questions 
they may have following this review.  
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For specific information about training a certain position receives, please refer to the 
Volunteer Manual and Position Listing. 
 
6. Removal of Volunteers 
 

a. General Non-Performance of Position Requirements 
In the event that a volunteer is not performing his/her volunteer responsibilities in 
accordance with the job description and the expectations outlined in the 
Volunteer Manual and Position Listing, the positionôs immediate volunteer 
supervisor should communicate this concern to the individual in question. As 
part of this communication, discussion should occur as to what steps the 
volunteer is willing and able to take in order to improve his/her performance. The 
discussion should include the question whether the volunteer wishes to make a 
renewed commitment and continue in the position or voluntarily resign. 
Following the discussion, the volunteer supervisor should document the 
conversation/resolution in writing, and should attach any materials supporting 
the concerns outlined in the memo/conversation. 

 
If the volunteer wishes to continue in the position, but, after a reasonable period 
of time as determined by the immediate volunteer supervisor, the immediate 
volunteer supervisor continues to be unsatisfied with the volunteerôs 
performance, the immediate supervisor of the volunteer in question should 
contact his/her volunteer supervisor with the request for removal, outlining in 
writing the reasons for the request (a copy of the documentation developed 
following the initial meetingðand any subsequent meetingsðbetween the 
immediate volunteer supervisor and the volunteer in question should be 
attached). If that volunteer supervisor agrees with the request, he/she should 
forward it to the Chair of the Board, along with the same documentation, noting 
that he/she concurs in the removal request. If the Chair agrees that the volunteer 
should be removed from his/her position, the Chair will send the volunteer in 
question a letter outlining briefly the reasons for the determination, and affording 
the volunteer the opportunity to explain his/her position. The removal decision 
will remain final, however, unless the volunteer can show that there was no 
adequate basis for the initial removal recommendation by his/her immediate 
volunteer supervisor. The Chair makes the ultimate decision regarding removal, 
and his/her decision is final. 

 
b. Improper or Illegal Acts 
If a volunteer engages in improper or illegal acts, it is the responsibility of the 
positionôs volunteer supervisor immediately to notify the Chair of the Board and 
the NACA Office of the act. In these cases, the Chair may immediately act to 
suspend or remove the volunteer from his/her position. The Association also 
reserves its right to take legal or other action, as needed, against a volunteer 
removed for cause.  
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G. CATEGORIES AND CRITERIA OF MEMBERSHIP 
(See also Bylaws, Article III) 
 
1. School Memberships 
Any college or university is eligible for institutional membership with one voting 
representative. Institutions having geographically separate branch campuses are 
required to take a membership for each campus, although one membership includes all 
programming bodies on any one campus. Individuals representing member institutions 
must be full-time staff or full-time students. Membership dues are determined by the 
Board of Directors. 
 
A Departmental Membership is for recognized departments, organizations or sectors of 
member institutions. Departmental members will receive Programming magazine, 
enewsletters and listing in and access to the NACA membership directory. 
 
2. Associate Memberships 
Agencies, managements, and those organizations, firms, and individuals whose 
attractions, products, services, or programs are related to college and university 
campus activity programming are eligible for associate membership. Membership dues 
are determined by the Board of Directors. 
 
Each national associate member must be a separate legal entity. In order for a 
company affiliated or related in any way to another company to purchase its own 
national associate membership, the requesting company must supply NACA with proof 
that the companies are legally separate entities.  
 
Associate members have the opportunity to obtain a Branch Office Service which 
enables the various regional offices of associate members to directly receive the 
magazine, key mailings, and other important materials. 
 
Associate members are encouraged to be affirmative action/equal opportunity 
employers. 
 
3. Individual Memberships 
Individuals associated with member institutions are eligible for Individual Membership. 
Membership dues are determined by the Board of Directors. Individual Members will 
receive Programming magazine, enewsletters and listing in/access to the NACA Online 
Membership Directory. 
 
A Limited Individual Membership is available to persons who have previously been in 
campus activities. For this fee, members will receive a subscription to Programming and 
may also pay a delegate fee to attend the National Convention and use the Career 
Services Center. 
 
4. Regional Associate Members 
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Regional associate membership was designed for agencies and attractions interested in 
working only with NACA member colleges in defined geographic regions of the country. 
 
Provisions for regional associate membership are: 

§ The firm must specify an affiliation to only one region; 

§ Each Regional Associate Member must be a separate legal entity. National 
associate members wishing to purchase a regional associate membership for a 
company affiliated or related in any way to the national associate member 
company must provide the NACA Office with proof that the companies are 
separate legal entities.  

§ The firm is encouraged to be an affirmative action/equal opportunity employer; 

§ Firms may be eligible for regional associate membership on a continuing basis; 

§ Regional associate members are bound by the national ethics and NACA 
Guidelines and Policies for Dealing with Policy Infractions; 

§ Regional associate members may only attend programs sponsored by the 
region where membership is held; however, regional associate members are 
eligible to participate in nationally produced Festivals 

 
Benefits are: 

§ one subscription to Programming magazine; 

§ access to mailing labels of schools in the region where membership at a fee; 

§ access to any material (i.e. newsletters, cooperative buying maps) that the 
region would normally provide to associate members; 

§ an opportunity to apply for showcase and purchase Campus Activities 
Marketplace space at the conference(s) sponsored by the region in which 
membership is held; and,  

§ Membership dues are one-half the national associate member fee per year. 
 
5. Affiliate Membership 
 

a. Regular Affiliate Membership 
Organizations or firms involved in services related to campus activities or 
interested in locating attractions for performances and not eligible for school or 
associate membership may join NACA as affiliate members.  
 
Affiliate members can participate in conferences, Conventions and Cooperative 
Buying. Exhibiting is allowed but not required. Affiliate members are not eligible 
to showcase at any NACA activity. A firm that engages in selling goods or 
services to school members cannot be a regular affiliate member. Matters 
regarding eligibility or special conditions for affiliate membership will be 
determined by the NACA Executive Director. Membersô dues are determined by 
the Board of Directors. Affiliate members are entitled to receive up to three 
copies of each issue of Programming magazine and access to the NACA online 
directory. 

 
b. Non-Profit Affiliate Membership 




