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Introduction 
This Chapter Operating Guide is a resource for chapter leaders to use in the management of their chapters. 
It contains information about NCMA, its national organization, and the NCMA Hampton Roads Chapter. 

The world around NCMA has changed dramatically in recent years, particularly in the changing nature of 
volunteerism. Due to competing demands upon their time, fewer members volunteer for chapter service, 
and those that do are less willing to assume responsibility for large projects or formal leadership positions. 
Most importantly, there is a greater turnover rate, meaning fundamental chapter knowledge is being lost. 

To mitigate these challenges the leadership of the NCMA Hampton Roads chapter must be creative, 

resourceful, and, knowledgeable of the value the chapter’s knowledge. As a chapter, we must effectively 
demonstrate the value of membership in NCMA to the employees engaged in the contract 
management professions, as well as their current and/or future employers.  

The desired outcomes for this objective are engaged, motivated, and active membership to advance 
the profession as well as employer support of NCMA involvement to add value to their employees. 
Whilst, strengthening the NCMA chapter network through mentorship, collaboration, and 
innovation. The desired outcome for this objective is to ensure viable, responsive, and relevant local 
chapters to meet the professional development needs of a geographically dispersed membership.  

Please use the resources in this guide to plan the NCMA Hampton Roads chapter’s activities in conjunction 
with the Chapter Guide available to all Chapters to manage events, members, and volunteers. 
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NCMA HQ Strategic Plan  
History 

In the late 1950s, several groups of contracting personnel across the United States independently formed 
three individual associations to address the needs and issues that affected their profession: The National 
Association of Professional Contracts Administrators (NAPCA) in California, the Government Contract 
Management Association (GCMA) of New York, and the GMCA of Boston. In the early 1960s, GCMA New 
York and GCMA Boston merged into one national organization with chapters. The newly unified GCMA then 
merged with NAPCA in 1965, creating a truly nationwide association with chapters from coast to coast. 
Soon after the merger, the new association then changed its name to the National Contract Management 
Association (NCMA); establishing the association as we know it today. NCMA’s official birth date, May 1959, 
comes from the incorporation date of NAPCA. NCMA held its base of operations in a leased office space in 
Inglewood, California. With a growing staff, relocation occurred during the 1970s and 1980s to Long Beach 
and then to Northern Virginia, where NCMA reincorporated in 1994. 

Our Vision, Mission, and Values 

This plan addresses the association’s vision, mission, value propositions, values strategies, and objectives. 
We will strive to implement these throughout the program years. 

Our Mission 

NCMA’s mission is to advance the contract management profession through advocacy and the execution 
of programs to connect NCMA members and enable their professional development. 

Our Vision 

• NCMA will lead in defining the standards and the body of knowledge for the contract management 
profession. 

• NCMA will provide advocacy, training, education, and certifications that enable the entry, 
development, and advancement of all contract management professionals. 

• NCMA will be a model for not-for-profit individual membership organizations; recognized for 
innovation, effective, and efficient operations; and agile responsible governance and active 
engagement in the contract management profession. 

• NCMA will be a recognized as the premier organization for connecting, educating, and certifying 
contract management professionals. 
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Our Value Propositions 

NCMA’s strength lies in our loyal and diverse base of membership representing the full spectrum of 
contract management professionals across government, industry, academia, and the nonprofit sector.  

NCMA provides: 

• A neutral forum to gain knowledge, share perspectives, and build a network of professional 
contacts across the contract management community. 

• The tools, resources, educational content, and leadership opportunities for each member to 
enhance their performance, career, expertise, and accomplishments. 

• Professional certification that validates their skills and experience. 

• Access to the latest knowledge and thought leadership from corporate and government 
executives on topics relevant to the contract management community. 

• Employer access to skilled contract management professionals, learning resources, best practices, 
and metrics for the profession. 

• The Contract Management Standard and Contract Management Body of Knowledge (CMBOK) to 
members to researchers, consultants, trainers, recruiters, advertisers, and universities for 
advancing the profession. 

Our Values 

We are committed to: 

• Principled professional conduct and achievement, as dictated by our Code of Ethics; 

• An open exchange of ideas in a neutral forum; 

• A culturally and professionally diverse membership; 

• Excellence in everything we do, especially our service to our members and the contract 
management community; 

• Continuing education, training, and leadership opportunities through a network of local chapters; 

• Remaining the preeminent source of professional development for contract professionals; 

• Recognizing and rewarding professional excellence and superior individual achievement in 
support of the contract management profession; 

• Demonstrated professional achievement through certification; 

• Quality volunteer leadership; and 

• Members’ highly principled freedom of action and responsibility to the people and organizations 
they serve. 

 

** For more information on NCMA HQ Strategic Plan, please visit www.NCMAHQ.org 
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NCMA Chapters 
Chapters are a strategic element for NCMA’s organizational success, and organizational priorities play a 
role in the chapter relations strategy. One objective stated in the NCMA strategic plan is to strengthen 
the chapter network through mentorship, collaboration, and innovation. The Chapter Relations 
Department and the Chapter Development Committee work to support this objective and maintain the 
connection between NCMA chapters and the national organization.  

There are 90 local chapters located across the United States and internationally. A complete list of 
chapters and locations is on the NCMA website. Chapters deepen the connection between NCMA and its 
members through training, education, certification, study groups, and networking. Chapters drive value 
for members by delivering national education programs, as well as creating programming that meets the 
needs specific to a chapter. Chapters are a pathway to leadership development and opportunities at the 
local and national levels and consistently work to attract new members and promote NCMA. 

Chapters operate effectively as an organization and are responsible corporate citizens. Each chapter is 
led and operated by volunteer members that have significant autonomy in deciding how best to deliver 
value to members based on the chapter’s membership and its specific needs and wants. 

Chapters take charge of planning their long-term and short-term goals, developing leaders, managing 
finances, implementing programs, measuring performance, and communicating with the NCMA national 
office. 

The Chapter Guide is a resource to support new and returning officers. Information and links to 
resources are organized by the Foundational Four. The Foundational Four is a structure Chapter 
Relations has implemented to help chapters define success that is aligned with the national mission, 
vision, and strategic objectives. It also allows flexibility for the leaders of each chapter to create value 
based on their chapter members’ ideas of value. The Foundational Four is based on association research 
and succinctly categorizes the dominating areas of a chapter that will impact performance regardless of 
chapter size: 

• • chapter leadership, 

• • chapter operations, 

• • member involvement, and 

• • member services.  
 

** For more information on NCMA HQ Chapter Program Guide, please visit www.NCMAHQ.org 

  

http://www.ncmahq.org/
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Chapter Leadership 
Chapter leaders need to work as a team to ensure the chapter and its members are reaching their goals. 
Chapter leaders drive a vision for the chapter, mentor and develop others to create a leadership 
pipeline, and ensure that matters of leadership like strategic planning, succession planning, and 
elections occur so that the chapter is always moving in the right direction. 

Strategic Planning 

Determines where the chapter is headed in the next two to three years, how it’s going to get there, and 
how it will measure if it got there or not. 

 

Chapters should engage current, former, and potential leaders in planning processes as soon as possible 
following elections each year and it is best if a planning retreat is conducted before the new leadership 
team takes office on July 1. A retreat may serve as a time for officers to work together to establish a 
viable calendar and present ideas for the year, as well as a realistic budget to support it.  

Annual Planning 

Details what the chapter will do in the next year to implement the goals and strategies set forth in the 
strategic plan. The timeline on the next two pages outlines the activities, deadlines, and events to 
consider as you plan a program year. It is meant as a guide to provide basic direction for the chapter. 
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Suggested Timeline for Planning 
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Succession Planning 

Identifies a pathway to sustain leadership from year to year. This plan applies to the NCMA Hampton Roads 
Chapter’s elected officers and appointed committee chairs. Succession planning is a process whereby the 
NCMA Hampton Roads Chapter ensures that outstanding talent is identified, recruited, and developed to 
fill the positions essential for the operation of the NCMA Hampton Roads Chapter. The talent may be 
internally developed (i.e., ascend through volunteering), or recruited externally from current members of 
the NCMA Hampton Roads Chapter membership at large. 

The elected officers of the NCMA Hampton Roads Chapter are:  

• President 

• President-Elect 

• Secretary 

• Treasurer  

The elected chapter officers shall be called the “Chapter Executive Council.”  

The Chapter Executive Council shall appoint the following committee chairs:   

• VP of Programs 

• VP of Education 

• VP of Membership 

• VP of Communication 

• VP of Hospitality 

The combined elected chapter officers and appointed committee chairs shall be called the “Chapter 
Executive Committees” or EC for short. 

Duties and Responsibilities 

The duties of the NCMA Hampton Roads Chapter officers and committee chairs are as stated in Appendix 
1 and Appendix 2 to this guide. 
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Chapter Operations 
Chapter Operations encompasses the areas of governance, fiscal responsibility, annual reporting, and 
the communications activities of the chapter, such as maintaining a webpage, engaging in social media, 
and other publicity and promotion. Running a chapter is like running a small business. Therefore, it is 
crucial to develop systems that are manageable for leaders from year to year and allow for chapter 
operations to be systems dependent rather than people dependent. With any applications that require 
logins and passwords (DropBox, Constant Contact, Survey Monkey, etc.), remember to establish generic 
logins and passwords that are easily remembered and transferable to new leaders from year to year, 
and are linked to chapter emails rather than personal emails for ease of use and sharing. Operating 
procedures should indicate tasks that need to be completed monthly and quarterly to support the 
overall management of the chapter. Chapters must always operate in accordance with the structure 
specified within their chapter bylaws. 

Governance 

Chapter bylaws are established at the time of chapter chartering and are expected to remain consistent 
with the NCMA bylaws. For reference, review the Chapter Bylaws Template that is updated as necessary 
to reflect NCMA bylaws. Bylaws should be reviewed annually and updated as necessary. All changes or 
additions to chapter bylaws require the approval of the NCMA Governance Committee prior to 
implementation. A copy of the chapter bylaws should be maintained by the chapter secretary and 
submitted annually with the Chapter Annual Report. The status of chapter bylaws shall be reported in 
the Chapter Annual Report to the NCMA Board of Directors at least once a year. 

Finances 

NCMA is a 501(c)(6) nonprofit association chartered in accordance with the Internal Revenue Service 
Code of 1954 and the Articles of Incorporation filed under the Virginia Non-Stock Corporation Act. 
Chapter officers must adhere to the fiduciary responsibility conferred on them in the operation of their 
chapters. A chapter officer shall ensure that the chapter assets are utilized in accordance with the NCMA 
chapter policies and bylaws. 

Budget Preparation and Planning 

Chapter officers should work together to create a budget for the program year that includes anticipated 
expenditures and estimated income from planned chapter activities. The chapter treasurer should 
prepare an overall chapter budget from the officer inputs. Specific guidance on disbursement of chapter 
funds should be developed and reviewed as part of this process. The guidance should address, at a 
minimum, the use of checks and debit cards by chapter officers. 

Sales Tax Exemptions 
Chapters often solicit donations from local businesses to support events and activities, such as a 
request for a food donation for a fundraiser. Most businesses will request the IRS letter stating 
the organization’s tax exemption. NCMA is a 501 (c)(6) Exempt Organization; not a 501(c)(3) 
charitable organization. A chapter may request a copy of the letter stating 501 (c)(6) status and 
present it to try to get the state sales and use tax waived, but ultimately it is up to the company 
or agency making the donation as to whether they want to waive the taxes. If the business does 
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Program Schedule: 

The following Program Schedule combines the individual program year schedules (Performance Schedule) 
for all Chapter EC members to provide in one table the activities performed to ensure a professional 
transition of responsibilities across time.   

 

08/15 President Prior to August 15th conduct a Chapter Strategic Planning 
workshop; an organizational "team building" meeting for all 
Chapter leaders (officers and committee chairs, i.e., the EC). The 
session should be a minimum of two hours in duration and should 
cover the Annual Operating Plan, responsibilities and working 
relationships of Chapter officers and committee chairpersons, and 
lessons learned from the activities of the past year. 

08/15 -Treasurer 
-Programs 

-Membership 
-Operations 
-Education  

At the Chapter Strategic Planning workshop, submit to the EC, the 
Chairperson's input for the Annual Operating Plan and Annual 
Budget request for the program year. The Plan should include a 
description of the Officer's or Chairperson’s goals and the method 
of attaining those goals. 

08/20 President Within 5 days of the Chapter’s Strategic Planning workshop, 
compile the goals, schedule, and budget for each Chapter 
committee and office, and publish the Chapter Strategic Plan. 

08/25 Treasurer Within 10 days of the Chapter’s Strategic Planning workshop, or as 
directed by the Chapter President, submit to the Chapter EC an 
Annual Budget for the program year.  

08/31 President On or before August 31 approve the Annual Operating Plan 
covering the goals and objectives of the Chapter for the program 
year and a Chapter Long Range Plan, which covers at least a three-
year period. The Audit Report of the Chapter financial affairs for 
the preceding year should accompany the plan. 

 

All Officers & 
Chairs 

Prepare a monthly report for the EC prior to the monthly EC 
meeting.  

 

Secretary On or before each regular meeting of the EC, the Secretary will 
prepare and distribute the formal, draft minutes of the preceding 
month EC meeting, to the Chapter EC for approval. 

 

Treasurer On or before each regular meeting of the EC, the Treasurer will 
prepare and distribute a formal, signed report of all Chapter 



    

Page 13 of 35 

Revision (-) 

financial transactions for the preceding month to the Chapter EC 
for approval with appropriate copies to committee chairpersons. 

 

Membership Monthly, download reports on Chapter membership to keep track 
of members whose memberships are due or are lapsing. Contact 
each lapsing member via phone, email, letter, etc. 

 

Programs Within five days after each Chapter membership meeting, provide 
the Chapter Communication/Hospitality Chairperson with a 
synopsis of the program for inclusion in the Chapter newsletter. 

 

Education Within five days after each Chapter Educational Seminar, provide 
the Chapter Communication/Hospitality Chairperson with a 
synopsis of the seminar for inclusion in the Chapter newsletter. 

12/01 Membership On or before December 1st prepare a Chapter Membership 
Directory. This membership directory should include (but not 
limited to), Code of Ethics, list of officers & committees, NCMA 
Office numbers, change of address information, and local chapter 
information. The directory should be published in an electronic 
form to be added to the Chapter Website. 

12/31 President Prior to December 31st, review the Chapter Bylaws for any 
necessary changes. Changes to the Chapter Bylaws must be passed 
by the Chapter General Membership. 

01/15 President-
Elect 

Identify Chapter Officers Nominations Committee 

04/15 President-
Elect 

Open Chapter Officers Nomination Period 

05/01 Treasurer Treasurer will solicit the services of an independent auditor (who 
may be a Chapter member or team of members) to audit the 
Chapter's financial books and records. The Independent Auditor 
must be approved by the Chapter President. 

05/15 President-
Elect 

Close Chapter Officers Nominations and Conduct Elections 

06/15 All Officers / 
Chairs 

At the June (year ending) EC meeting, submit a summary report of 
the affairs of the Officer/Chair Position. 
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06/15 President-
Elect 

Coordinate Installation of Newly Elected Chapter Officers 

06/20 All Officers / 
Chairs 

Schedule a transition meeting for the outgoing and incoming 
Officer/Chair to arrange an effective transfer of responsibilities. 

06/30 Treasurer Closes the Books for the Program Year 

07/01 All Officers & 
Chairs (except 

President, 
Secretary, & 
Treasurer) 

On or before July 1st, the EC and Chairs will deliver to the successor 
in office all books, records, data, reports, and any other 
Association Property for which the Officer/Chair is responsible. 

07/15 Treasurer On or before July 15th, the outgoing Treasurer will prepare and 
distribute a signed (unaudited) report of the financial condition of 
the Chapter as of the close of the program year. 

07/15 New President Prior to July 15th, appoint a Chairperson for each Chapter 
committee. 

07/31 Treasurer The outgoing Chapter Treasurer should submit the Chapter’s 
audited annual financial report with a copy of the audit to the 
NCMA Office as part of the Chapter's Annual Report. The audit 
must accompany the Annual Report that is due not later than July 
31st. 

07/31 Secretary The outgoing Chapter Secretary should submit the Chapter’s 
Reports to the NCMA Office to arrive not later than July 31st. 

08/10 Treasurer On or before August 10th, the outgoing Treasurer should submit a 
signed copy of the annual independent audit to the EC and should 
accomplish the necessary changeover of banking signatory 
authorities, delivering to the incoming Chapter Treasurer all 
money, books, records, data, reports, and any other Association 
property for which the Chapter Treasurer is responsible and 
accountable. 

08/15 Past:  
-President 
-Secretary 

On or before August 15th, the Outgoing President and Secretary 
will deliver to the successor in office all books, records, data, 
reports, and any other Association Property for which the Officer is 
responsible. 
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Membership Involvement 
More than 20,000 contracting professionals are currently members of NCMA. Chapters play a critical 
role in engaging members and serving as a conduit to foster a meaningful connection between members 
and NCMA overall. Member involvement includes those efforts of a chapter to actively involve members 
in meetings, networking opportunities, and chapter volunteerism, as well as building relationships with 
the local community.  

Chapter leaders should try to create short- and long-term volunteer opportunities to help engage 
members in volunteerism as well as encourage participation in other short- and long-term volunteer 
opportunities available through national. Managing volunteers is an important factor for chapter 
success. Here are some important tips for managing volunteers: 

•  People volunteer because they want to learn and develop professionally, serve the organization 
and its mission, or connect and network with others. When inviting people to volunteer, find out 
which they are most motivated by—learning, serving, or networking— and position your ask so 
that it speaks to their primary motivation. 

• Ask volunteers what kind of job they would like to do and how much time they have to give.  

• Match the skills, interests, and time of volunteers to available jobs. Work to create a job that 
engages a volunteer if one does not exist. 

• Provide specific tasks, schedules, and deliverables for volunteer jobs to communicate 

• expectations and commitments. 

•  Thank and reward volunteers in a manner that is consistent with their preferences. 
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Membership Services 
Chapters deliver value to members in many ways and perhaps the most vital is the ability to develop and 
deliver a compelling mix of activities and products that meet the unique needs of each chapter. 
Chapters also design workshops, fundraisers, leadership training, and networking events to meet the 
needs of members. The following education and development opportunities are created and managed 
at the national level. 

Meetings Includes World Congress, Government Contract 
Management Symposium, and National Education 
Seminars + Series 

Please contact: 
meetings@ncmahq.org. 

National 
Education 
Seminars 

(NES) 

All-day training sessions developed by the NCMA 
national office. An NES normally includes one or 
two speakers, and attendees are provided with 
course materials by the NCMA national office to 
reference after the NES. 

Please contact:                          
Debra Fernandez, Professional 
Development Project Manager, 

dfernandez@ncmahq.org 

Webinars The NCMA staff produces numerous webinars 
throughout the year. Current webinars vary in topic 
content and are 90 minutes in length. Each chapter 
is allowed one free live webinar or two pre-
recorded webinars-on-demand for chapter use per 
program year. 

Please contact: 
chapterrelations@ncmahq.com 
at least five days prior to your 

event. 

Contract 
Management 

Leadership 
Program 

CMLDP) is a prestigious and highly competitive 
program provided by NCMA at no cost to 
participants and is an excellent opportunity for 
extensive training, exposure, and growth 
assignments for rising contract management 
professionals. 

Please contact: 
chapterrelations@ncmahq.com  

Certificate 
Programs 

NCMA certifications provide contract management 
professionals with industry and government 
distinction. The CPCM, CFCM, and CCCM certify that 
individuals have met NCMA’s strict standards for 
excellence in the practice of contract management. 

Please contact:                          
Brian Safdie, Senior eLearning 

designer, bsafdie@ncmahq.org 

Chapter 
Hosted 

Certification 
Study 

Groups 

Chapters provide a pathway to education and 
training through national and in a local setting 
tailored to specific chapter wants and needs. 
Chapter hosted certification study groups build on 
the educational offerings and are a great way to 
support and engage members. 

Please contact:                          
Blake Boynton, Manager of 

Certification Operations, 
bboynton@ncmahq.org 
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Appendix 1: Executive Council Descriptions 
The following appendix will describe the Duties and Responsibilities of the following: 

• President 

• President-Elect 

• Secretary 

• Treasurer 

 

 

 

 

 

***Space left intentionally blank*** 
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President Position Description 

The President is the official representative of the Chapter on all occasions, except when otherwise 
designated. The President shall ensure the implementation of resolutions of the Board.  The President 
shall preside over all Chapter meetings.  The President shall be an ex-officio member of all Chapter 
committees.  The President shall be the official representative and spokesperson of the Chapter on all 
occasions, except when otherwise designated by the President. The President shall be the primary liaison 
to the National NCMA Chapter personnel. The President shall represent the chapter by attending national 
events and leadership summits. The President shall appoint members to committees as provided for in 
the chapter’s Bylaws and appoint representatives to committees as circumstances may require.  The 
chapter president shall conduct the executive council meetings and will provide each council member 
with an agenda for the meeting. 

Duties and Responsibilities 

The President has the following broad responsibilities: 

• Provide leadership and management of the chapter in the best interests of the members, within 
the policies established by the Chapter Executive Council. 

• Establish annual objectives as progressive steps toward achieving the chapter’s objectives and 
goals. 

• Establish priorities, allocate resources, and coordinate activities to ensure a high level of quality 
service to members and to achieve healthy growth and increased recognition of NCMA as a 
professional organization. 

Some of the more specific duties and responsibilities of the President are as follows: 

• Develop and implement policies and procedures needed for efficient and effective 

• management of the chapter 

• Coordinate the activities of the officers and committees as required to assure effective 
management of the chapter, inclusive of ensuring efficient and effective operating policies and 
procedures are in practice 

Performance Schedule 

07/15 Prior to July 15 appoint a Chairperson for each Chapter committee. 

08/15 Prior to August 15th conduct a Chapter Strategic Planning workshop; an organizational 
"team building" meeting for all Chapter leaders (officers and committee chairs, i.e., the 
ExCom). The session should be a minimum of two hours in duration and should cover the 
Annual Operating Plan, responsibilities and working relationships of Chapter officers and 
committee chairs, and lessons learned from the activities of the past year. 

08/20 Within 5 days of the Chapter’s Strategic Planning workshop, compile the goals, schedule, 
and budget for each Chapter committee and office, and publish the Chapter Strategic Plan\. 
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08/31 On or before August 31 approve the Annual Operating Plan covering the goals and 
objectives of the Chapter for the program year and a Chapter Long Range Plan which covers 
at least a three-year period. The Audit Report of the Chapter financial affairs for the 
preceding year should accompany the plan. 

Monthly Prepare a monthly report for the ExCom prior to the monthly ExCom meeting.  

12/31 Prior to December 31st, review the Chapter Bylaws for any necessary changes. Changes to 
the Chapter Bylaws must be passed by the Chapter General Membership. 

06/15 At the June (year ending) ExCom meeting, submit a summary report of the affairs of the 
VP/Chair Position. 

06/20 Schedule a transition meeting for the outgoing and incoming Officer/Chair to arrange an 
effective transfer of responsibilities. 

08/15 On or before August 15th, the Outgoing President will deliver to the successor in office all 
books, records, data, reports, and any other Association Property for which the Officer is 
responsible. 
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President-Elect Position Description 

The President-Elect has such authority to perform duties as set forth in the chapter’s Bylaws, including 
those required by law, as general usage would indicate, or as specified by an affirmative vote of the 
Chapter Executive Council majority. In the absence or incapacity of the President, the President-Elect shall 
assume the authority, duties and responsibilities of the President. If the President is absent, the Vice 
President is responsible for representing the chapter to officials of government agencies, industry, 
nonprofit and educational organizations, and associations and societies with related goals. The Vice 
President must maintain direct contact with the chapter’s members to ensure an awareness of the needs 
and interests of the membership. Last, the Vice President shall establish a close working relationship with 
the President to gain a working knowledge of the chapter and its endeavors that will help prepare him or 
her to assume the duties and responsibilities of the presidency during the succeeding NCMA program 
year. 

Duties and Responsibilities 

The Vice President has the following broad responsibilities: 

• Provide leadership and management of the chapter in the best interests of the members, within 
the policies established by the Chapter Executive Council. 

• Serve as the principal advisor to the President. 

• Attend and participate in all Executive Council meetings. 

• Develop and present recommendations to the Executive Council on matter requiring Council 
Action. 

• Participate in the chapter’s strategic planning process. 

Some of the more specific duties and responsibilities of the Vice President are as follows: 

• Develop and implement policies and procedures needed for efficient and effective 

• management of the chapter. 

• Coordinate the activities of the officers and committees as required to assure effective 
management of the chapter, inclusive of ensuring efficient and effective operating policies and 
procedures are in practice. 

Performance Schedule 

08/15 At the Chapter Strategic Planning workshop, submit to the EC, the Vice President's input for 
the Annual Operating Plan and Annual Budget request for the program year. The Plan 
should include a description of the officer’s goals and the method of attaining those goals. 

Monthly Prepare a monthly report for the EC prior to the monthly EC meeting.  

01/15 Identify Chapter Officers Nominations Committee 

04/15 Open Chapter Officers Nomination Period 

05/15 Close Chapter Officers Nominations and prepare a slate of officers for election and Conduct 
Elections 

06/15 At the June (year ending) EC meeting, submit a summary report of the affairs of the Vice 
President Position. 
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06/20 Schedule a transition meeting for the outgoing and incoming Officer to arrange an effective 
transfer of responsibilities. 

07/01 On or before July 1st, the Officers and Chairs will deliver to the successor in office all books, 
records, data, reports, and any other Association Property for which the Officer/Chair is 
responsible. 
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Treasurer Position Description 

The Treasurer shall oversee the financial affairs of the Chapter and shall report on the financial status of 
the Chapter as requested by the Executive Council or President.  The Treasurer shall perform all duties 
incident to the office of Treasurer and such other duties as from time to time may be assigned to him or 
her by the Executive Council or the President. The Treasurer shall have accountability for all properties of 
the Chapter; shall make available any records pertaining to the Chapter as requested for inspection; 
supervise all receipts and expenditures of the Chapter and prepare an annual budget for the Chapter. The 
chapter treasurer shall prepare an overall chapter budget from the officer inputs and shall submit the 
program year budget to the Chapter Executive Council. The Chapter Executive Council shall approve the 
chapter budget at the beginning of the chapter program year. The chapter treasurer shall prepare a 
monthly report of the financial balance sheet and income/expense sheet for review by the Chapter 
Executive Council.  The financial report shall include the event attendance report from the Chapter 
Secretary, and any other sources of income. An independent audit shall be initiated by the chapter 
treasurer and approved by the chapter president at the end of each program year. The independent audit 
shall be performed by an individual outside of chapter leadership; that is, the individual cannot be an 
officer, committee chair or serve in any other official volunteer capacity.  A formal audit report shall be 
submitted to the NCMA Headquarters within 90 days of the end of the program year 

Duties and Responsibilities: 

The Treasurer has the following broad responsibilities: 

• Ensure that effective systems of accounting, budgeting and forecasting, investment management, 
credit and debt management, and cash flow management are maintained.  

• Submit periodic financial reports to the Board of Directors including a summary of income and 
expenses compared to budget. 

• Attend and participate in all Executive Council meetings. 

• Participate in the chapter’s strategic planning process. 

• Provide timely and accurate response to questions and comments related to budget and financial 
operations matters resulting from the review of financial statements, committee meetings, 
and/or other inquiries presented to the Committee from members of the Board. 

Some of the more specific duties and responsibilities of the Treasurer are as follows: 

• Develop and implement policies and procedures needed for efficient and effective 

• management of the chapter. 

• Coordinate the activities of the officers and committees as required to assure effective 
management of the chapter, inclusive of ensuring efficient and effective operating policies and 
procedures are in practice. 

Performance Schedule: 

08/15 At the Chapter Strategic Planning workshop, submit to the EC, the Officer's input for the 
Annual Operating Plan and Annual Budget request for the program year. The Plan should 
include a description of the Officer's goals and the method of attaining those goals. 
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08/25 Within 10 days of the Chapter’s Strategic Planning workshop, or as directed by the Chapter 
President, submit to the Chapter EC an Annual Budget for the program year.  

Monthly On or before each regular meeting of the EC, the Treasurer will prepare and distribute a 
formal, signed report of all Chapter financial transactions for the preceding month to the 
Chapter EC for approval with appropriate copies to committee chairpersons. 

05/01 Treasurer will solicit the services of an independent auditor (who may be a Chapter 
member or team of members but may not be a Chapter officer) to audit the Chapter's 
financial books and records. The Independent Auditor must be approved by the Chapter 
President. 

06/15 At the June (year ending) EC meeting, submit a summary report of the affairs of the 
VP/Chair Position. 

06/20 Schedule a transition meeting for the outgoing and incoming Officer/Chair to arrange an 
effective transfer of responsibilities. 

06/30 Closes the Books for the Program Year 

07/15 On or before July 15th, the outgoing Treasurer will prepare and distribute a signed 
(unaudited) report of the financial condition of the Chapter as of the close of the program 
year. 

07/31 The outgoing Treasurer should submit the Chapter’s audited annual financial report with a 
copy of the audit to the NCMA Office as part of the Chapter's Annual Report. The audit 
must accompany the Annual Report that is due not later than July 31st. 

08/10 On or before August 10th, the outgoing Chapter Treasurer should submit a signed copy of 
the annual independent audit to the EC and should accomplish the necessary changeover of 
banking signatory authorities, delivering to the incoming Chapter Treasurer all money, 
books, records, data, reports, and any other Association property for which the Chapter 
Treasurer is responsible and accountable. 
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Secretary Position Description 

The Secretary shall act as secretary of all meetings of the Executive Council and maintain the Chapter 
records.  When requested, he or she shall also act as secretary of the meetings of the committees of the 
committees.  He or she shall keep and preserve the minutes of all such meetings in permanent books.  He 
or she shall see that all notices required to be given by the Chapter are duly given and served; shall see 
that all reports, statements and other documents required by law (except tax returns) are properly filed.  
He or she shall perform all the duties incident to the office of Secretary and such other duties as from time 
to time may be assigned to him or her by the Executive Council or the President.  

Duties and Responsibilities: 

The Secretary has the following broad responsibilities: 

• Assure the timely filing of all required Corporate reports and changes to the Chapter’s Bylaws.  

• Issue announcements of meetings of the Executive Council. 

• Coordinate Board meeting agendas with the President and Vice President 

• Participate in the chapter’s strategic planning process. 

• Obtain and disseminate documents in support of Board meetings. 

• Record and publish Board Meeting minutes.  

• Notify the Executive Council and membership of the results of national elections. 

• Attend all Executive Council meetings to record meeting minutes  

• Attend committee meetings to record minutes as requested. 

• Within fourteen (14) days before each Executive Council meeting provide written notice of the 
meeting and an agenda to all attendees. 

• Within seven (7) publish Minutes of each such meeting and distribute to appropriate members. 

• Create & distribute program year calendar including: 
o EC Meetings (including planning meetings) 
o Educational Seminars 
o Workshop/Dinner meetings 
o Newsletter article due dates 
o Award nomination due dates 
o Plans/reports due to National (Annual Financial Report, Annual Chapter Operating Plan, 

Membership Plan, etc.) 
o Coordinate with ExCom members for award due dates 
o World Congress, Conferences, etc. 
o Any other notable events 

• Keep roster current throughout the year. After the May elections of new Chapter Officers, send 
the updated roster to National (in their format) prior to July 31st. 

• Keep Workshop/Dinner Speakers & Topics chart updated. 

• Order EC certificates as needed. 

Some of the more specific duties and responsibilities of the Secretary are as follows: 

• Develop and implement policies and procedures needed for efficient and effective 

• management of the chapter 
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• The chapter secretary shall be instructed to either mail a ballot of the proposed by-laws or mail 
the proposed revisions to the by-laws to the chapter membership advising them of the vote on 
the by-laws at a scheduled chapter meeting.  Approval of chapter by-laws and revisions to chapter 
by-laws shall be determined by either an affirmative vote of a majority of those members present 
at a scheduled chapter meeting, or by an affirmative vote of three-fourths (3/4) of the chapter 
member ballots received during the specified voting period. 

• Coordinate the activities of the officers and committees as required to assure effective 
management of the chapter, inclusive of ensuring efficient and effective operating policies and 
procedures are in practice. 

Performance Schedule: 

08/15 At the Chapter Strategic Planning workshop, submit to the EC, the Officer's input for the 
Annual Operating Plan and Annual Budget request for the program year. The Plan should 
include a description of the VP's goals and the method of attaining those goals. 

Monthly Take meeting minutes of all Chapter EC meetings and submit them for review and approval 
prior to the next/following EC meeting.   

06/15 At the June (year ending) EC meeting, submit a summary report of the affairs of the 
VP/Chair Position. 

06/20 Schedule a transition meeting for the outgoing and incoming Officer/Chair to arrange an 
effective transfer of responsibilities. 

07/31 The outgoing Secretary should submit the Chapter’s Reports to the NCMA Office to arrive 
not later than July 31st. 

08/15 On or before August 15th, the Secretary will deliver to the successor in office all books, 
records, data, reports, and any other Association Property for which the Officer is 
responsible. 
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Appendix 2:  Executive Committees (EC) Descriptions 
The following appendix will describe the Duties and Responsibilities of the following: 

• VP of Programs 

• VP of Education Chair 

• VP of Membership 

• VP of Communication 

• VP of Hospitality 

 

 

 

 

***Space left intentionally blank*** 
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Vice President of Programs Position Description 

This committee works to plan and execute engaging events for participants including current and future 
NCMA members throughout the year. The committee might work in conjunction with other committees 
and chapters, such as membership or education on joint events.  The Programs Chair will work with the 
Communications chair to generate and issue a bi-annual events calendar to the Executive Councils. 
Events include the Annual Kick-Off, two Networking/Social Events and a future proposed service 
directed event.  

Duties and Responsibilities 

Subject to the Chapter Bylaws, the specific duties and responsibilities of the Chapter Programs 
Chairperson are as follows: 

• The Programs Chairperson serves as a member of the Chapter EC. 

• Organizes a series of excellent programs for the benefit of Chapter members.  

• Plan, budget, organize, and implement an effective program to enhance the professional 
development of Chapter members. 

• Plan and arrange the complete program for the entire program year. The plan will include the 
format of each session, topics to be covered, and recommended speakers and/or participants. 

• Develop an annual calendar of Chapter events; invite speakers and other program participants, 
wherever possible obtaining their biographical data, photographs, and information on how their 
topics will be represented; ensure their presence at meetings; convey expressions of appreciation 
at and after the meetings. 

• The program plan, together with a description of each program topic, (when available) 
biographical data, and photographs of speakers for each will be supplied to the Chapter 
Communications/Hospitality Chair for inclusion in monthly program notices, Chapter Newsletter 
and to the Chapter Website. 

• Conduct the workshop sessions of all Chapter meetings introducing the speakers(s) and other 
program participants. Plan and time the program sessions, discussion, and question and answer 
periods. 

• Develop a stand-by/back-up speaker for each Chapter program to substitute for the scheduled 
speaker in case of a last-minute cancellation. 

• Establish and maintain records of Chapter program activities. 

• Serve as "Ambassador of Protocol" for all VIP's at Chapter functions. 

Performance Schedule 

08/15 At the Chapter Strategic Planning workshop, submit to the EC, the Chairperson’s input for 
the Annual Operating Plan and Annual Budget request for the program year. The Plan 
should include a description of the Chairperson's goals and the method of attaining those 
goals. 

Monthly Prepare a monthly report for the EC prior to the monthly EC meeting.  

Monthly Within five days after each Chapter Program meeting, provide the Chapter 
Communications/Hospitality Chairperson with a synopsis of the program for inclusion in the 
Chapter newsletter. 
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06/15 At the June (year ending) EC meeting, submit a summary report of the affairs of the 
VP/Chair Position. 

06/20 Schedule a transition meeting for the outgoing and incoming Officer/Chair to arrange an 
effective transfer of responsibilities. 

07/01 On or before July 1st, the VPs and Chairs will deliver to the successor in office all books, 
records, data, reports, and any other Association Property for which the Officer/Chair is 
responsible. 
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Vice President of Education Position Description 

The main responsibility of this committee is to foster relationships with professionals that are interested 
in leading an education-type event. In addition, the Chair is responsible of engaging with members and 
non-members on their needs for professional development. The Education Chair is responsible of 
tracking any new certifications earned within the Chapter and working with the President and 
Communication Chair to recognize the Chapter member’s achievements.  Events include at a minimum 
two Lunch and-Learns and a future proposed service directed event.  

Duties and Responsibilities 

Subject to the Chapter Bylaws, the specific duties and responsibilities of the Education are as follows: 

• The Education also serves as a member of the EC. 

• Plan, budget, organize, and implement effective education seminars (e.g. CPCM Certification 
Preparation) to enhance the educational development of Chapter members. 

• Facilitate the educational seminar sessions, introducing the speakers(s) and other program 
participants. Plan and time the program sessions, discussion, and question and answer periods. 

• Develop a stand-by/back-up speaker for each seminar to substitute for the scheduled speaker in case 
of a last-minute cancellation. 

• Serve as "Ambassador of Protocol" for all VIP's at the Chapter Educational Seminars. 

Performance Schedule 

08/15 At the Chapter Strategic Planning workshop, submit to the EC, the VP's input for the Annual 
Operating Plan and Annual Budget request for the program year. The Plan should include a 
description of the VP's goals and the method of attaining those goals. 

Monthly Prepare a monthly report for the EC prior to the monthly EC meeting.  
 

Within five days after each Chapter Educational Seminar, provide the Chapter 
Communication/Hospitality Chairperson with a synopsis of the seminar for inclusion in the 
Chapter newsletter. 

06/15 At the June (year ending) EC meeting, submit a summary report of the affairs of the 
VP/Chair Position. 

06/20 Schedule a transition meeting for the outgoing and incoming Officer/Chair to arrange an 
effective transfer of responsibilities. 

07/01 On or before July 1st, the VPs and Chairs will deliver to the successor in office all books, 
records, data, reports, and any other Association Property for which the Officer/Chair is 
responsible. 

 



    

Page 30 of 35 

Revision (-) 

Vice President of Education Position Description 

The main purpose and responsibility of this committee is to support promotional efforts of the Chapter, 
generate marketing materials, and manage public relations efforts.  The Communications Chair shall, in 
conjunction with the Executive Council, oversee the Chapter's social media accounts, write press 
releases, publicize and document chapter events, and create marketing materials as needed by other 
committees and the Chapter as a whole.  Lastly, the Chair is responsible for monitoring the Chapter’s 
email inbox and directing any inquiries to the appropriate parties. If the Chair is not able to perform this 
duty due to access restrictions, a person with authorized access will perform this function.  

Duties and Responsibilities 

Subject to the Chapter Bylaws, the specific duties and responsibilities of the Chapter Publicity Chair are 
as follows: 

• Serve as a member of the Chapter EC. 

• Prepare flyer (which describes forthcoming chapter dinner meeting guest speaker and workshop) 
for insertion into the monthly Chapter newsletter and/or posting to the Chapter website. 

• Coordinate publication of a newsletter to inform Chapter membership of Chapter events. 

• Email newsletter and flyer to Chapter President, Programs Chairperson, and others as appropriate 
to ensure the greatest distribution. 

• Email newsletter and flyer to other Chapter presidents, as applicable. 

• Support publicity planning for Chapter seminars and conferences. 

• As Chapter Photographer, take photos at monthly dinner/workshop meetings. 

• Submit Chapter meeting photos to the NCMA National Organization at least five times per 
program year for publication in the Contract Management Magazine. 

• Contact local news media for Chapter meeting/event publicity as applicable. 

• Prepare a Publicity Report for presentation at the monthly Chapter EC meeting. 

• Support publicity and photography requests, as appropriate. 

• Inform National Office of chapter functions for inclusion on NCMA Event Calendar. 

• Coordinate with the Programs Chairperson to ensure all activities are publicized. 

Performance Schedule 

Monthly Prepare a monthly report for the EC prior to the monthly EC meeting.  

06/15 At the June (year ending) EC meeting, submit a summary report of the affairs of the Chair 
Position. 

06/20 Schedule a transition meeting for the outgoing and incoming Chair to arrange an effective 
transfer of responsibilities. 

07/01 On or before July 1st, the Chair will deliver to the successor in office all books, records, 
data, reports, and any other Association Property for which the Chair is responsible. 
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Vice President of Membership Position Description 

The main purpose and responsibility of this committee is to foster relationships with current 
professionals and NCMA members who are not engaged in the Chapter.  This Committee’s role is to 
engage groups of members as well as individual members to attend our events, become members of the 
board, volunteer in our organization and develop an overall sense of responsibility to give back to the 
community in any way they can. The Chair is responsible to maintain and cultivate a database of 
members and a list of potential new members and indicating any interest in leadership roles. The 
Membership Committee is responsible for educating new members on their expectations and for 
implementing any Bylaws provisions or Executive Council policies with respect to membership 
standards. The Chair is responsible to hold at least one special interest meeting per year.  Other events 
may include membership drives and other membership outreach events.  

Duties and Responsibilities 

Subject to the Chapter Bylaws, the specific duties and responsibilities of the Chapter Membership 
Chairperson are as follows: 

• The Membership Chairperson serves as a member of the Chapter EC. Immediately after election 
as the Membership Chairperson, should select Committee members (and/or Subcommittee 
Chairpersons) to begin planning and to perform another Committee work.  

• Plan, budget, organize, and implement an effective program to recruit new chapter members and 
to retain current chapter members. 

• Obtain and maintain current information with respect to eligible prospective members within the 
chapter territory. 

• Provide additions to and subtractions from the chapter mailing list covering eligible potential 
members. 

• Organize specific membership recruiting campaigns for targeted audiences. 

• At the monthly workshop/dinner meetings, address the chapter members. Introduce all new and 
first-time attendees to the chapter members. 

• Support national outreach plans to obtain members in various organizations and areas of interest. 

• Make presentations to organizations with several member prospects. 

• Periodically survey the membership to determine member needs and the level of satisfaction 
concerning chapter services, programs and benefits. Provide the survey results to the EC. 

• Seek information on achievements and promotions of members and publicize them at meetings 
and through the Chapter newsletter. 

• Organize a specific program to increase retention of first- and second-year members through 
personal contact with these individuals during the program year. 

• Arrange during each membership meeting to make presentations of certificates, pins, plaques, 
and awards of all kinds; publicly recognize achievements by members and express thanks and 
appreciation for services to the Chapter and/or the profession. 

• Plan and promote creative new ways to maintain the current members and attract new members. 

• Maintain the member database. 
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Performance Schedule 

08/15 At the Chapter Strategic Planning workshop, submit to the EC, the Officers input for the 
Annual Operating Plan and Annual Budget request for the program year. The Plan should 
include a description of the Officer's goals and the method of attaining those goals. 

Monthly Prepare a monthly report for the EC prior to the monthly C meeting.  

Monthly Monthly, download reports on Chapter membership to keep track of members whose 
memberships are due or are lapsing. Contact each lapsing member via phone, email, letter, 
etc. 

12/01 On or before December 1st prepare a Chapter Membership Directory. This membership 
directory should include (but not limited to), Code of Ethics, list of officers & committees, 
NCMA Office numbers, change of address information, and local chapter information. The 
directory should be published in an electronic form to be added to the Chapter Website. 

06/15 At the June (year ending) EC meeting, submit a summary report of the affairs of the 
VP/Chair Position. 

06/20 Schedule a transition meeting for the outgoing and incoming Officer/Chair to arrange an 
effective transfer of responsibilities. 

07/01 On or before July 1st, the VPs and Chairs will deliver to the successor in office all books, 
records, data, reports, and any other Association Property for which the Officer/Chair is 
responsible. 
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Vice President of Hospitality Position Description 

The main purpose and responsibility of this committee is to ensure proper registration and follow-up 
after Chapter events. The Hospitality Chair is empowered and authorized to effectively manage the 
registration for the Chapter activities. The Hospitality Chair may appoint a committee to assist with the 
performance of duties. If the Chair is not able to perform this duty due to access restrictions, a person 
with authorized access will perform this function.  

Duties and Responsibilities 

Subject to the Chapter Bylaws, the specific duties and responsibilities of the Chapter Publicity Chair are 
as follows: 

• Serve as a member of the Chapter EC. 

• Ensure attendees at Chapter events are properly registered, recognized, “badged,” and receive 
certificates of attendance, when appropriate.  

• Coordinate with the Chapter EC for proper follow-up after each event. 

Performance Schedule 

Monthly Prepare a monthly report for the EC prior to the monthly EC meeting.  

06/15 At the June (year ending) EC meeting, submit a summary report of the affairs of the Chair 
Position. 

06/20 Schedule a transition meeting for the outgoing and incoming Chair to arrange an effective 
transfer of responsibilities. 

07/01 On or before July 1st, the Chair will deliver to the successor in office all books, records, 
data, reports, and any other Association Property for which the Chair is responsible. 
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The End 


