Sample Agenda for Chapter Installation Ceremony

______________Chapter

Installation Ceremony

July 30, 2002

I. Welcome

II. Introduction of Special Guest-Outgoing President

III. Introduction of Master of Ceremonies-Outgoing President

IV. Vacate 2002 Offices-Master of Ceremonies of Installing Officer

V. Installation Ceremony

VI. Presentation of Gavel to Incoming President

VII. Presentation of Gift to Outgoing President

Chapter Officers Installation Ceremony Guidelines

The Chapter Officer installation ceremony may take many forms, depending on the Chapter, its circumstances and its leaders. The typical ceremony, however, should include introduction of new officers to the members (calling them up front, mentioning something abut each with background highlights), a charge or challenge to the officers, one to the members and an inspirational ending which could include a special speaking presentation.

This is also a prime time for the chapter to discuss the concepts of leadership, service and NSA participation in a meaningful way, and to start off new officers with a truly significant, but brief, ceremony which not only recognizes them, but challenges them as well.

Here is a suggested outline for proceedings:

1. Introduction of Master of Ceremonies

The outgoing chapter president or some other designated officer may officiate, or a representative who has distinguished him/herself with NSA may be invited to do so.  The outgoing chapter president should introduce the individual will conduct the ceremony.

2. Recognition of NSA Chapter and National’s Relationship

The emcee thanks the group for being asked to be part of this most important occasion and introduce any special guests (i.e. NSA staff, past chapter/NSA presidents, etc.) and with a theme of “together everyone accomplishes more,” discusses some of the new activities and programs provided by National and its relationship to the local chapter (approx 1-2 minutes).

3. Recognition of Chapter and Its Accomplishments

Emphasis should be placed on the importance of the local chapter.  Mention should be made of current and upcoming events in the chapter, noting that the chapter can take pride in its accomplishments.  Newly chartered chapters can take advantage of this time to install pride in the accomplishments of the group. (2-3 minutes).

4. Recognition of Outgoing Chapter Officers 

Each outgoing officer is introduced with a statement of appreciation. The officers are officially vacated. A call for applause concludes this section of the ceremony.

5. Introduction of Incoming Officers.

Master of Ceremonies continues, " Now it is my privilege to introduce your leaders for the new-year. In some cases, these introductions will be repetitive, because your officers are just moving up a notch or repeating a term. Here are the men and women you have elected to serve as your officers for _____." Each person is then introduced with a brief background. Ending with the new president.

6. Charge to the Officers

"As chapter officers, you will be recognized, honored and respected as persons of integrity, admired not only by your associates in the speaking profession, but throughout your chapter area. With these privileges, however, come obligations. You are expected to provide leadership, both by what you say and what you do, for your chapter. You are to inspire, encourage and guide your chapter into fruitful areas of activity by example, word and deed. As you do so, you should always be mindful of the basic NSA mission of ensuring a standard of excellence in the profession of speaking and of fostering the professional well being and development of its members.

Do each of you accept this as your goal and promise to discharge your duties to the best of your ability?" (They signify assent).

        Master of Ceremonies continues, "As elected officers, each of you have specified responsibilities…"

THE FOLLOWING IS GIVEN AS AN EXAMPLE. EACH CHAPTER WILL NEED TO CONSIDER ITS OFFICERS' DUTIES AND JOB DESCRIPTIONS AND PREPARE A SCRIPT ACCORDINGLY.

If you do not wish to detail this section with each office, you could adapt the above paragraph for the group, or use:

"Will you, as newly elected officers and directors, realizing the responsibilities of leadership that have been placed upon you, agree to give of your time and energy to faithfully serve National Speakers Association's Chapter _____________ in accordance with bylaws? If so, please answer, " I will."

IF YOU WISH TO DETAIL SPECIFIC RESPONSIBILITIES, INCLUDED HERE ARE SOME SAMPLES:

_______,your responsibility as president will include at Executive Committee and chapter meetings, acting as the official representative of the _________ Chapter, attending National meetings as the official representative of the chapter, and providing leadership for programs and activities of the chapter.

Do you accept the privilege and responsibility to discharge your duties faithfully and to the best of your ability?

___________, the vice president is charged with the responsibilities of assisting the president in his/ her functions, serving in his/her absence, succeeding to the office of the president if he/she is unable to serve (providing for the next year).

Do you accept this privilege and responsibility to discharge your duties faithfully and to the best of your ability?

The secretary's responsibilities, _________, include being responsible for all records and correspondence related to admissions, rosters and other membership data. In addition, the secretary shall prepare and distribute the official minutes of all Executive Committee and membership meetings and maintain proper records.

Do you accept this privilege and responsibility to discharge your duties faithfully and to the best of your ability?

As treasurer, ________, you will be charge with the responsibilities of implementing financial policy and procedures of the chapter and making appropriate financial reports to the chapter, national and the Executive Committee (or as your chapter reporting is prescribes).

Do you accept the privileges and responsibility to discharge your duties faithfully and to the best of your ability?

7. Charge to the Chapter Members.

Master of Ceremonies continues, " Members, your Officers have accepted the charge to provide leadership and encouragement for the next year. Now it is up to you to provide the other necessary ingredients: support and cooperation. I charge you and challenge you to attend meetings and invite other chapter members and guests to come with you. Accept committee and special project assignments. Communicate ideas and constructive encouragement to those offices and follow through on projects as necessary. Generally, work with care to make the concept of "Together Everyone Accomplishes More" Come true in the _______________ Chapter of NSA.

ABBREVIATED VERSION OF THE ABOVE MIGHT BE

"These newly installed officers and directors have expressed their willingness to serve you faithfully and intelligently. Will you, as members of the chapter, agree to support and work with them toward the goals and objectives of the National Speakers Association? If so, please answer, "I will."

After one of the above versions, present the chapter gavel or other symbols to the new president.

8. Closing

Master of Ceremonies: "Thank you, I would like to ask your new president to end this installation with a few introductory remarks as he/she starts the new-year."

New president to newly installed officers and directors

"With interested members, dedicated officers and directors working together toward growth in professionalism and continued communications I am confident we will achieve much success in the year ahead. As president, and with the powers vested in me, I now declare you installed in your respective offices and directorships. My heartiest thanks and congratulations to al of you."

IF YOU WISH TO DETAIL SPECIFIC RESPONSINILITES, INCLUDED HERE ARE SOME SAMPLES:

___________, your responsibility as president will include presiding at Executive Committee and chapter meetings, acting as the official representative of the _________chapter, attending National meetings as the official representative of the chapter, and providing leadership for programs and activities of the chapter.

Do you accept the privilege and responsibility to discharge your duties faithfully and to the best of your ability?

____________, the vice president is charged with the responsibility of assisting the president in his/her functions, serving in his/her absence, succeeding to the office of the president if he/she is unable to serve (providing this provision is in your chapter bylaws) and planning activities for the next year. 

Do you accept the privilege and responsibility to discharge your duties faithfully and to the best of your ability?

The secretary's responsibilities, __________, include being responsible for all records and correspondence related to member admissions, rosters and other membership data. In addition, the secretary shall prepare and distribute the official minutes of all Executive Committee and membership meetings and maintain proper records.

Do you accept the privilege and responsibility to discharge your duties faithfully and to the best of your ability?

As treasurer, ___________, you will be charged with the responsibilities of implementing financial policy and procedures of the chapter and making appropriate financial reports to the chapter, national and the Executive Committee (or as your chapter reporting is prescribed).

Do you accept the privilege and responsibility to discharge your duties faithfully and to the best of your ability?

