Chapter Formation Committee and Template for Formation Meetings

It is important to determine if there is a need for and an NSA member base for an NSA chapter. There must be a minimum of seven interested professional Members.  The person instrumental in bringing the local members together initially should act as temporary chair. 

Chapter Formation Meetings

Choose a convenient meeting time for the committee to gather. As a rule, the mechanics of organizing a chapter can be accomplished in the first several meetings. Some of the major items which should be discussed and agreed upon are: the name of the chapter, the desired geographic boundaries, identify a nominating committee, begin to develop the educational programming, and establish a membership committee.

Below is a sample agenda which follows the typical order of business and gives you instructions as necessary to follow parliamentary procedure.

Sample Outline for First Meeting

The temporary chair presides and appoints a secretary pro tem to take minutes of the meeting.

OPENING

1. Call to order - "The meeting will come to order."

2. State the purpose of the meeting: "to consider the question of organizing a local or regional chapter of NSA."

3. The temporary chair asks if there is a resolution to form a chapter.

4. Plan ahead. Have someone prepare a suitable resolution such as: "Resolved that a chapter of NSA now be formed in (city/province/region or state).

5. This resolution is seconded and then restated by the chair.

6. The resolution is now open for debate.

7. Vote is taken on the motion (resolution).

CHAPTER NAME

1. The chair will now entertain a motion for an appropriate chapter name. (Should be stated as: "The city/province/region or state chapter of NSA to be known as NSA/name  of city or region)  - for your purposes: NSA/Las Vegas

2. Motion is made, seconded, restated, discussed, and a vote is taken.

DESIRED GEOGRAPHIC BOUNDARIES

The requested territory must be discussed and a motion is made, seconded, restated, discussed, and a vote of the committee is taken.  There can be no two NSA chapters within an 80 mile radius of each other.

PROGRAM COMMITTEE

The chair should ask for volunteers to develop an assessment survey that would be sent to current NSA members and prospects in the area. The survey should be agreed to by the formation committee and sent as the first step in establishing times, places, and education offerings of the chapter. The program committee's work has just begun. 

NOMINATING COMMITTEE

A Nominating Committee should be developed at this time. They need to provide the current NSA membership in the area with a slate of officers and directors.

BYLAWS TASK FORCE

A task force should be developed to review the model bylaws that NSA headquarters has developed and submit a draft of chapter bylaws to the Formation Committee for review, editing and approval.

MEMBERSHIP COMMITTEE

This committee is critical to the success of a chapter.  They should begin to develop a membership marketing plan immediately.  The committees should begin their work immediately and be prepared to report back to the Formation Committee at its next meeting.

The SECOND MEETING of the Chapter Formation Committee should be held within sixty days of the first meeting. This will give adequate time for each committee to meet and begin to work:

OPENING

1. Call to order (always start on time) - "The meeting will come to order." (Temporary Chair)

2. Recognize and welcome guests, etc.

MINUTES

1. Minutes - "The Secretary Pro Tem will read the minutes of the last meeting."

2. "Are there any corrections to the minutes?"

3. "The minutes stand approved as read (or as corrected)." 

COMMITTEE REPORTS

1. Program Committee: Review results of the needs assessment survey and make recommendations to the Formation Committee.

2. Nominating Committee: Presents a slate of candidates. Allow for nominations from the committee. Prepare the slate to be mailed to NSA members in the area, in advance, for voting that will take place at the first "open membership" meeting.

3. Bylaws Task Force: Review the proposed chapter bylaws with the Formation Committee and edit into a final draft. 

4. Membership Committee: The chair should submit the draft of a chapter membership marketing plan for review and discussion.  The results from the second Formation Committee meeting should include:

•Establishment of the first "open membership" meeting...date, time, place, cost and agenda.

•The slate of candidates and Chapter Bylaws must be sent to NSA members, in the area, prior to the "open membership" meeting.

•A "current" and "prospect" member database should be created for future chapter promotional mailings (NSA headquarters can assist with this database development).

•Immediately after the slate of candidates and Chapter Bylaws are approved at the "open membership" meeting, the elected board can execute an application to become an official NSA chapter, further develop an educational programs calendar and formally design the chapter formation process.

Filing of Application and Bylaws

The first several meetings of the Chapter Formation Committee take place in order to establish a foundation for the future growth of an NSA chapter. Shortly after the "open membership" meeting has approved the Chapter Board of Directors and Chapter Bylaws, the Chapter Formation Committee is prepared to submit a new chapter application to NSA.
