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INTRODUCTION:

The NADE Chapter Services Handbook is designed to provide Local and Regional Chapters with assistance in organizing their NADE activities.  It contains much useful information on NADE’s organization and how to conduct NADE business.  This document is not, however, intended to represent a statement of policy, to describe NADE’s official position on any issue nor to otherwise supplant in any way the NADE Constitution and Bylaws, yearly Charges by the President, resolutions approved by the Board and/or the General Membership or any other vehicle by which NADE officially conveys its positions.

NADE is non-partisan and does not support any political party.
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CHAPTER ONE

NADE NATIONAL STRUCTURE AND NATIONAL OFFICER RESPONSIBILITIES
NATIONAL BOARD OF DIRECTORS:

NADE is governed by a national Board of Directors, which consists of the following voting members:  

Executive Officers

Regional Directors

Council of Chapter Presidents Chair

Two Appointed Directors

Executive Officers of NADE are elected by the membership-at-large at the Association’s annual General membership meeting.  Executive officers serve one-year terms, except for the President-elect, who serves a three-year term – one year as President-elect, one year as President and one year as Immediate Past President. There are no term limits for Executive Officers.  Executive Officers on the NADE national Board are:

President

President-elect

Secretary

Treasurer

Immediate Past President

The members in each of NADE’s seven regions elect regional Directors for two-year terms.  The regions’ election years alternate so that there is a mix of “old” and “new” Regional Directors on the Board.  NADE’s seven regions are:

Great Lakes

Great Plains

Mid-Atlantic

Northeast

Pacific

Southeast

Southwest

Council of Chapter Presidents Chair is elected by the membership of the Council of Chapter Presidents (CCP).  The President, President-Elect (or equivalent) and Immediate Past-President of each chapter, or their designee, are entitled to membership in the CCP.   
Appointed Directors on the NADE national Board are appointed by the President of NADE for one-year terms.  NADE’s Appointed Directors are:

Membership Director

Publications Director

NATIONAL APPOINTED REPRESENTATIVES AND COMMITTEE CHAIRPERSONS: 
The NADE President appoints individuals to serve in positions at the national level to handle the Association’s business and advise the NADE Board in areas important to its members.  These positions are not members of the NADE Board and do not have a vote. Each appointed representative and national committee chairperson serves for one year, with their term of office coinciding with the term of office of the President who appointed them. 

NADE is a volunteer organization and no officer, Board member or committee chairperson receives compensation for services.  However, the Association does reimburse expenses for all voting positions on the Board and for those designated by an “*” below.  Other national appointed representatives or committee chairpersons might be designated to receive expense reimbursement on an “as needed” basis, as directed by the NADE President each year.

The NADE President appoints the following positions to serve during their term of 

office:

Awards Chair

Constitution and Bylaws Chair*

SSA/DDS Administrators Liaison*

Elections and Credentials Chair

Hearing Officer Chair

Historian

Legislative Director*

Litigation and Monitoring Chair

Systems Representative

National Disability Professionals Week Chair

Nominations Chair

Non-Dues Revenue Chair

Organ Donation & Transplant Chair

Professional Development Chair

Resolutions Chair

Strategic Plan Chair

For more information about NADE’s organizational structure, NADE’s history or list of NADE Presidents, see NADE’s web site – www.nade.org.

RESPONSIBILITIES OF NADE NATIONAL POSITIONS:

Responsibilities of NADE positions are set forth in NADE’s Constitution and Bylaws for elected positions and elaborated upon in charges established by the President and approved by the NADE Board. 

The NADE President, as the elected leader of the organization, is also the most visible spokesperson for the Association.  The NADE President represents NADE to the community and to outside organizations.  Such organizations consist of: SSA, Congress, State Agencies, advocacy groups, SSA Advisory Board, General Accounting Office, Office of Inspector General, the National Council of Social Security Managers Association, the Association of Administrative Law Judges and the National Council of Disability Determination Directors.  This list is not all-inclusive and in no way means to limit the scope of the Presidential responsibilities.   The NADE President also attends and speaks at NADE’s regional and national training conferences or when unable to attend, designates another appropriate Board member to represent NADE on his/her behalf.   

The NADE President is responsible for establishing the Association’s goals and identifying objectives and for establishing a workable budget for the year.  As with any organization, the NADE President relies on all members of the Board and his/her committee chairpersons to fulfill their charges and to provide input and direction for him/her.   However, the President is the one who communicates NADE’s official position and policies in the form of position papers, testimony, written correspondence and items posted to NADE’s web site.  

The NADE President is responsible for keeping the membership informed of the progress and activities of NADE and for responding to criticism of NADE or its policies. NADE’s President presides over meetings of the NADE Board of Directors and the annual general membership meeting of NADE.  The NADE President is responsible for setting agendas for business meetings and taking direction for NADE positions from the Board.   

The NADE President establishes charges for all the other positions in NADE service, with approval of the NADE Board.  These charges change yearly.  For a description of the most recent charges, see your regional director or visit NADE’s web site at www.nade.org.   

See the following for more detailed examples of National Officer responsibilities and charges to appointed directors and committee chairpersons.  The charges can vary, but these examples are generally ones that stay constant from year to year.
National Association of Disability Examiners (NADE)

National Leadership Roles
President


Chief Executive Officer of NADE

Presides over meetings of NADE’s Board of Directors and NADE’s national conference

Is the chief spokesperson for NADE

Prepares and delivers congressional testimony, with assistance from Legislative Director

Represents NADE at official meetings to which the Association is invited.  This includes, but is not limited to, the DDS Administrators/SSA Management Forum, other SSA policy meetings, etc.

Represents the national association at state and regional training conferences and serves as the Association’s representative at other relevant events and meetings

Shares responsibility with NADE’s Immediate Past President, President-elect, and Legislative Director in communicating NADE’s concerns to SSA, GAO, OMB, CBO, SSAB, and other governmental agencies, and to the Congress via written communications and personal contacts

Keeps Board members and the national membership informed of current events

Immediate Past President


Advises the President regarding policy issues and on other questions

Serves as the Liaison from the national association to the host chapter for the national conference and advises the host chapter on protocol issues and arranges for speakers from SSA and other governmental agencies to be included on the national conference program agenda

Shares responsibility with the NADE President, President-elect, and Legislative Director in communicating NADE’s concerns to SSA, GAO, OMB, CBO, SSAB, and other governmental agencies and to the Congress via written communications and personal contacts

Serves as ex-officio member of Council of Chapter Presidents and advises NADE membership on issues of protocol
President-elect

Assists the President and attends such meetings and events as designated by the President

May assist in preparation of written correspondence and congressional testimony

Shares responsibility with the NADE President, Immediate Past President and Legislative Director in communicating NADE’s concerns to SSA, GAO, OMB, CBO, SSAB, and other governmental agencies, and to the Congress via written communications and personal contacts

Secretary

Prepares accurate minutes of all meetings of the NADE Board of Directors and the General Membership Meeting (Delegate Assembly) at the national conference

Assists the President and other national officers whenever asked to do so

Maintains a supply of official NADE stationery for use by NADE’s officers

Treasurer

Keeps accurate records of all financial records of the national association and pays the Association’s bills accurately and timely

Prepares the Association’s income tax returns and serves as financial advisor to state chapters and to the regions 

Regional Directors

Represents the consensus views of the membership in their respective regions in all discussions at meetings of the NADE Board of Directors and General Membership Meeting (Delegate Assembly)

Provides information concerning national activities and events to regional membership on a timely basis 

Solicits input from regional membership on national issues and serves as regional spokesperson at the national level

Submits recommendations to the President of NADE for members within their region to serve as the chairperson of various national committees and to serve as members of these committees

Chairperson of Council of Chapter Presidents

Serves as a liaison between state chapter presidents and the Board of Directors of NADE

Presides over meetings of the Council of Chapter Presidents at the national conference

Works to develop methods for membership recruitment and retention, chapter fundraising, civic promotions, etc. and shares such information with state chapters

Has responsibility for updating and distributing the Chapter Services Handbook

Legislative Director

Works with the NADE President to prepare congressional testimony, reports and other correspondence regarding legislative issues

Maintains contact with congressional staff members and keeps them informed of NADE’s interest in legislative issues and the availability of NADE’s expertise as a credible witness at congressional hearings

Shares responsibility with the NADE President, Immediate Past President and President-elect in communicating NADE’s concerns to SSA, GAO, OMB, CBO, SSAB, and other governmental agencies, and to the Congress via written communications and personal contacts

Membership Director

Plans and coordinates methods for recruiting and retaining members and corporate members and distributes same to state chapters and regions

Promotes usage of membership grants for state chapter membership recruitment activities

Is the liaison between the national association and NADE’s membership processing contractor

Sends an acknowledgement letter to each new member and prepares a membership packet and Code of Ethics to be sent to each new member

Publications Director

Communications Director for NADE with responsibility for editing the NADE Advocate and ensuring that this publication continues to enhance the image of NADE by its professional content and professional appearance
Committee Chairpersons

Awards

Solicits nominations for NADE’s national awards program and ensures that the proper awards are ordered and delivered to the national conference site for presentation to award winners

Reviews awards criteria and proposes suggestions for necessary changes to ensure that the awards program remains a meaningful process to recognize NADE members for notable achievements

Constitution & Bylaws

Reviews regional and state chapter constitutions & bylaws to insure compliance with the national constitution & bylaws

Maintains a current copy of the national, regional and state chapter constitution & bylaws

Serves as Parliamentarian for meetings of NADE’s Board of Directors and the General Membership Meeting (Delegate Assembly) during the national conference

DDS Administrators/SSA Liaison

Has responsibility for communicating with SSA and DDS Administrators on a periodic basis to keep them informed of NADE’s activities and professional interests

Has responsibility for inviting DDS Administrators to NADE’s mid-year Board meeting and national conference for the purpose of joint discussions and serves as moderator of these discussions

Elections & Credentials

Prepares and submits the final voting rules to the mid-year meeting of the NADE Board of Directors for approval and subsequent enactment at the national conference with regard to the election of officers 

Certifies the voting strength of each NADE chapter and oversees the election process at the national conference

Ensures that voting rules and the electoral process is conducted in a fair and open manner

Hearing Officer

Communicates through committee members with disability hearing officers to obtain input regarding issues and concerns of this special group of DDS employees and raises these issues at meetings of NADE’s Board of Directors for resolution

Plans and serves as moderator for a breakout session specifically for disability hearings officers at NADE’s national conference 


Historian


Maintains a repository for official NADE documents


Catalogs and stores official NADE documents

Litigation Monitoring 

Identifies and tracks federal court cases relating to the disability program and provides periodic updates to the NADE Board of Directors regarding the progress of these cases and the expected impact from the possible outcomes

Maintains a record of DDSs that are operating under court orders and prepares a report to the NADE Board of Directors regarding the impact of these court orders on the DDS operations 

Strategic Plan 
Works with the NADE Board of Directors to keep NADE’s Strategic Plan updated and within the scope of what the Association can realistically achieve.

Identifies those goals included in the Strategic Plan that can be achieved during the year and provides updates regarding the Association’s progress toward achieving those goals

Informs the President-elect of possible goals that can be achieved during the next year and works with the President-elect to identify a plan to achieve those goals
NADE/SSA Systems Liaison


Serves as advisor to NADE Board of Directors regarding systems issues 

Maintains contact with systems personnel in the DDSs, SSA and with the National Council of Disability Determination Directors (NCDDD)

National Disability Professionals Week

Distributes information and ideas to state chapters promoting the celebration of National Disability Professionals Week

Advises state chapters of appropriateness of celebratory events and how to obtain recognition through the Office of Governor

Prepares a display at the national conference highlighting the events hosted by state chapters to celebrate NDPW

Nominations

Solicits nominations from the membership for NADE’s elective offices – President-elect, Secretary and Treasurer

Hosts a “Meet the Candidates” session at the national conference

Non Dues Revenue

Works to identify sources for revenue for NADE through means other than membership dues

Promotes advertising in the NADE Advocate among interested vendors

Has responsibility for obtaining quality NADE promotional merchandise and advertising the availability of these items for sale to the membership at a reasonable profit to NADE but also at a reasonable cost to the member
Organ Donation/Transplant Coordinator

Ensures that state chapters have access to promotional materials for organ donation and transplant

Ensures that there is a display promoting organ donation at the national conference and encourages similar displays at regional and state conferences

Through a variety of methods, seeks to promote the awareness of the need for organ donors and NADE’s commitment to this issue

Professional Development 

Receives and reviews applications for certification and re-certification to ensure that all requirements have been met

Studies the NADE certification program for ways to further improve the process and enhance the value of the certification program and submits recommendations for necessary changes to the NADE Board of Directors

Develops and maintains a resource library for NADE members to access when desiring to meet the requirements for certification and recertification

Serves as an advisor to state, regional and national conference program coordinators regarding the content of their program to ensure that NADE’s reputation as a leader in providing expert training opportunities is enhanced by the content of each conference program

Resolutions

Advises the membership via the NADE Advocate on how to prepare resolutions and submit same

Contacts the author of any resolution that is unclear to clarify its intent before it is submitted to the national membership meeting (Delegate Assembly) for vote

Presents all resolutions favored by the Resolutions Committee to the NADE Board of Directors for consideration of the merit of each resolution and then presents each resolution and the Board’s recommendation for its adoption to the NADE membership at the General Membership Meeting (Delegate Assembly) at the national conference

The NADE President issues specific charges each year to all officers and committee chairpersons to outline what is expected from each position during that year and how each officer and committee chairperson is expected to fulfill their responsibilities.

NADE is a volunteer organization that functions at its best when each officer and committee chairperson does their job, not in a vacuum, but in consideration that the entire organization must work as a team.  By providing periodic updates to other officers and committee chairpersons and seeking their advice and input, the team works together to achieve the Association’s goals.  Each officer and committee chair position is important to the Association’s success and each requires that everyone must do their job and work in tandem and not in isolation from what the other officers and committee chairpersons are doing. 

CHAPTER TWO

NADE APPROVED CHAPTERS AND REGIONAL AND LOCAL CHAPTER RESPONSIBILITIES
National Association of Disability Examiners (NADE)

Regional Leadership Roles

There are seven recognized Regions within the National Association of Disability Examiners.  They are:  Northeast, Mid-Atlantic, Southeast, Great Lakes, Great Plains, Southwest, and Pacific.  The Regional Board of Directors consists of the Regional Director, the Chapter President of each Chapter in the Region, the President, President-Elect, and the Past President of the Region, and the Secretary and Treasurer of the Region.  Each Region may have a constitution and bylaws document indicating additional members of the Regional Board of Directors such as one additional member per Chapter in the Region.

Regional Director

Each Region has a Regional Director who is elected by that Region at the General Membership Meeting (formerly Delegate Assembly) of the Regional Conference.  Term of office is for two years.  The Regional Director serves on the National Board of Directors of NADE.  As a member of the NADE Board, the Regional Director serves as a conduit for all communications from the Region’s Chapters to the NADE Board and vice versa.  The Regional Director responds to the NADE President’s requests for comments on testimony, written communication, and decisions of the NADE Board.  The Regional Director reports to the NADE Board any Regional concerns and activities.  He/she is expected to share results of correspondence throughout the year.  He/she nominates members to National Committees.  

Regional President

The Regional President serves a term of office of one year and is elected by the Region at the General Membership Meeting of the Regional Conference.  The Regional President conducts business meetings of the Region and meetings of the Region’s Board of Directors, and appoints standing and special committees of the Region within 60 days of the annual meeting of the Region, or as specified in the Region’s Constitution and Bylaws.  

Regional President-Elect

The Regional President-Elect serves a term of office of one year and is elected by the Region at the General Membership Meeting of the Regional Conference.  The Regional President-Elect shall preside at any meeting if the President is absent.  He/She will assume the duties of the Regional President immediately prior to the adjournment of the General Membership Meeting   following his/her election.  If the Regional Presidency should become vacant, he/she will serve as Regional President until such time as the vacancy can be filled per the Region’s Constitution and Bylaws.

Regional Past President

The Regional Past President serves a term of office of one year following their tenure as Regional President.  Serves on the Regional Board of Directors in this capacity.  

Regional Secretary

The Regional Secretary serves a term of office as stated by the Regional Constitution and is elected by the Region at the General Membership Meeting of the Regional Conference.  Duties of the Regional Secretary are to record minutes of all Regional business meetings and maintain copies of same.

Regional Treasurer

The Regional Treasurer serves a term of office as stated in the Regional Constitution and Bylaws and is elected at the General Membership Meeting of the Regional Conference.  Duties of the Regional Treasurer include maintaining a record of expenditures and deposits, and paying all bills of the Region in a timely and accurate manner.  

General Membership Meeting
Each chapter or state is entitled to one vote per member.  The General Membership is the policy-making body of the Regional Chapter.  The General Membership elects officers of the Region and the Regional Director to the Association’s National Board of Directors.  The General Membership adopts amendments to the Regional Constitution and Bylaws.  

The National Board of Directors recognizes regional and state chapters with elected officers and an approved constitution and bylaws as approved chapters.  Copies of national, regional and individual state constitutions and bylaws may be obtained upon request from the NADE constitution and bylaws Chair.   In addition, you may view NADE’s national constitution and bylaws at NADE’s web site, www.nade.org. 

NADE’s Seven Regions:

Great Lakes (GL)

Great Plains (GP)

Mid-Atlantic (MA)

Northeast (NE)

Pacific (PA)

Southeast (SE)

Southwest (SW)

Individual states and territories with approved chapter status in NADE (for contact information in each region and state chapter, see NADE’s web site -  www.nade.org) :

GL – Illinois, Indiana, Michigan, Minnesota, Ohio, Wisconsin

GP – Colorado, Iowa, Kansas, Missouri, Montana, Nebraska, North Dakota,          

         South Dakota, Utah, Wyoming

MA - Delaware, District of Columbia, Maryland-DDS, Pennsylvania, Virginia, 
        West Virginia, West Virginia-Clarksburg, Maryland-Government Liaison 

NE – Connecticut, Maine, Massachusetts, New Hampshire, New Jersey, New 
         York-Binghamton, New York-West, New York-ESADE, Puerto Rico,     

         Rhode Island, Vermont, Virgin Islands

PA – Alaska, Arizona, California-Los Angeles, California-South, California-
         Sacramento (SACTO), Hawaii, Idaho, Nevada, Oregon, Washington-East, 
         Washington-Olympia, Washington-Renton/Spokane, Guam

SE – Alabama, Florida, Georgia, Kentucky, Kentucky-Derby City, Mississippi, 
         North Carolina, Tennessee

SW – Arkansas, Louisiana-Shreveport, Louisiana-Baton Rouge, Louisiana-New 
         Orleans, New Mexico, Oklahoma, Texas

Once NADE approves a chapter, the chapter will need to seek incorporation in their state.  Each state’s rules may be somewhat different.  Therefore, check with your own Secretary of State for how to incorporate in your particular state.

RESPONSIBILITIES OF LOCAL CHAPTER OFFICERS
The responsibilities of the local Chapter officers are similar to those at the national level.  The local chapter President is responsible for stimulating activity.  He/she presides at meetings of the local Board and the local chapter.  He/she leads the Board through the organizational year in the primary role of getting the very best out of the leadership team; making the best possible committee assignments and gaining full Board participation in the discussions that precede decisions.  Occasionally, the president must take a strong position on an issue, but that is an exception not the rule.

Typical Presidential responsibilities include:

· Taking the lead in orientation of new Board members
· Evaluating all members and making suitable committee assignments

· Delegating to spread the workload and provide leadership experience for others

· Planning ahead and knowing well in advance what must be done for the year

· Making contact with committee members to ensure charges and objectives for the committee are being met

· Planning the agenda for Board meetings and general membership meetings

· Presiding at meetings of the Board and general membership

· Stimulating the Board’s leadership development efforts

· Evaluating all the needs of the Board so as to make the necessary transition to the next President

· Representing the voluntary leadership of the organization to groups within the community and the community at large

· Encouraging membership growth

· Planning the budget for the organizational year

· Working with the incoming President to ensure a smooth transition

· Sharing information with the Board for dissemination to the general membership

· Representing the chapter through membership in the Council of Chapter Presidents

CHAPTER THREE

CONDUCTING BUSINESS MEETINGS 

BEFORE THE MEETING:

Decide the following items:

· Purpose of meeting

· If a planning committee is needed

· If sub-committees are needed

Identify participants

Develop an agenda

Arrange a meeting place and room set-up

Provide advance notice of the meeting, in writing if possible

Set the length of the meeting based upon:

· group size

· the formality or informality involved

· your style of conducting a meeting

Anticipate problems by:

· knowing your audience by reviewing list of attendees

· feeling out the thoughts of members on controversial issues ahead of time

· establishing time frames for discussion of agenda items

Decide:

· seating arrangements to ensure the most effective participation from attendees

· how to handle disruptions in the meeting

· how to handle non-verbal participants

Determine the need for minutes and the method for taking minutes (SECRETARY OR TAPE-RECORDER)

DURING THE MEETING:

Relax (Remember that most of your participants are your co-workers and friends              


and will cooperate; they do not want you to fail)

Review the purpose of the meeting

Stay with the Agenda

Put time limits on items on the agenda

Maintain order

Give everyone a chance to participate; rotate

Acknowledge speakers

Ask for motions to get items on the floor for discussion

Permit dissident opinions, but don’t let chronic complainers rant

Ask for participants’ solutions or closures on comments

Stop discussion when all sides have been heard

Encourage someone to call the Question to stop discussion

Summarize problems before opening them to discussion

Summarize decisions made as a result of discussion

Appear organized

Note the order of speakers

Keep discussion focused

Observe non-verbal behavior

Restate motions prior to voting

Schedule the next meeting or follow-up action

STANDARD AGENDA FOR MEETINGS:

Call to Order

Approve Proxies

Approve Agenda

Read the minutes from last meeting

Read reports of Officers – President, President-Elect or Vice President, Secretary, Treasurer

Read reports of standing committees

Read reports of special committees

Old Business

New Business

Miscellaneous

Adjournment (permanent closure of a meeting)

AFTER THE MEETING:

Review the minutes

Evaluate the meeting for:

· Achievement of purpose

· Participation of everyone

· How future meetings can be changed for smoother performance

Follow-up with participants with:

· Reminders of committee assignments

· Thank yous

· Copies of minutes

REMINDERS:

Use parliamentary procedure

Start the meeting on time

Set voting requirements (usually a simple majority for elections) and let all members know the procedure ahead of time

Have the figures for voting ready (i.e. what constitutes a majority and 2/3)

If you want a break, call a recess

NOMINATIONS FOR OFFICERS:

A nominating committee often solicits nominations prior to the actual election. This committee attempts to obtain at least one candidate for each office.  Nominations may also be made from the floor.  The President calls nominations for each office separately. A motion to close nominations for any office is not valid until a reasonable time period has passed to permit additional names in nomination.  Usually, the chair (President) knows when to close nominations.  A motion to close nominations requires a second and is not debatable.  Nominations may be reopened by a motion, which requires a second and is not debatable.

ELECTION OF OFFICERS:

The bylaws of the Chapter will prescribe the officers, the method of nomination and election and any rules regarding how to conduct elections.  When the election of officers is by ballot, it is the usual procedure to appoint an Election and Credentials Committee to draw up the rules and obtain approval for them from the General Membership.  The rules are intended to inform all participants in the election of required procedures.  The following rules are usually applied.

· Voters’ credentials are determined in advance of the elections, so that everyone present knows who is entitled to cast votes.  This may be formal certification through the issuance of voting cards or may be less formal with simply the verification coming from other members of officers.

· Ballots are issued to only those eligible to vote.  Ballots should contain the names of all nominated candidates, in alphabetical order. There should be space left to write in names or for names of those nominated from the floor.

· Voting procedures should indicate where the completed ballots should be placed.  The procedures should also state how the ballot should be marked (i.e. with an “X” or by placing the number of votes to be given each candidate next to his/her name).
· Watchers, on behalf of candidates who want them, should be permitted to observe as ballots are cast and then again when the votes are tallied.
· Votes should be counted by members of the Election and Credentials committee and noted on tally sheets.
· Ballots and tally sheets should be given to the Secretary to hold until after the meeting in the event of someone contesting the results.
· Elections are usually decided by a majority vote (more than half the votes cast) as defined in the bylaws of the Chapter.  A majority is the preferred parliamentary rule, whenever the bylaws are silent.

CHAPTER FOUR:

BASIC RECORDKEEPING

RECORD OF MEETINGS:

Minutes of all meetings held by the local Chapter must be recorded.  All motions and votes taken must be recorded.  Minutes become a permanent record of the Chapter activities and should be filed with the local Chapter Secretary books. 

BOOKEEPING/BUDGET GUIDE:

Every Chapter’s Treasurer should keep a set of books showing cash receipts and cash disbursements.  The Chapter President and Treasurer may submit a proposed budget to the Chapter’s board or general membership for approval. It can be formal with many line items, or it can be simple.  Regardless of the budget’s complexity, it should be followed as closely as possible during the year.  At the end of the Treasurer’s term of office, the books should be reviewed by independent members of the Association or independent auditors and certified for correctness.  The end of the year results of profits/losses is reported to the federal Internal Revenue Service.  (See Section on Filing Form 990 later in this chapter).

If the Chapter hosts a conference, those books should be kept separately.  It is also wise to keep professional functions in a separate book from hospitality functions and create separate budgets for the various activities.

EXAMPLE OF SIMPLE BUDGET:

CASH RECEIPTS:

· Interest Income $

· Membership Rebate $

· Miscellaneous Income $

· Total Receipts $

CASH DISBURSEMENTS:

· List specific committees or other areas of chapter interests $

· Miscellaneous Expenses $

· Total Disbursements $

RECEIPTS OVER/UNDER DISBURSEMENTS $

FUND BALANCE – BEGINNING $

FUND BALANCE – ENDING $

CHECKING/SAVINGS ACCOUNT:

The Chapter should be able to establish a savings or checking account at any financial institution by presenting a copy of its constitution and bylaws and names of officers.  It will be necessary to indicate that the organization is a Chapter of a national association, which is tax exempt, and therefore, the local chapter will be eligible for tax-exempt status also (see separate section on how to file for tax exempt status).  The bank will then assign a tax ID number for tax purposes. This tax ID number is necessary for maintaining savings or checking accounts and for the end-of-year reporting to the IRS.  Each Chapter is responsible for reporting its own tax status to the IRS on Form 990.  This reporting is necessary even though NADE is a tax-exempt organization. The National NADE Board of Directors is not responsible for processing this information for the local or regional Chapters.

At the time of opening a checking or savings account at a bank, signature cards will be presented for the Treasurer and other officers to sign. This card will permit ease in depositing and withdrawing funds.  Whenever officers change, this card will have to be updated.  Any interest earned in either checking or savings will have to be reported on IRS Form 990.  If the chapter anticipates making a lot of transactions, then it might want to consider a free checking account, or a savings account and use of free money orders, if available.  

TAX EXEMPT STATUS:

NADE has a 501 c (6) tax status (tax-exempt) with the Internal Revenue Service.  All national tax records are filed under this section of NADE’s own tax identification number.  This is not a number that can be used by local or regional Chapters.  Each Chapter must obtain its own tax identification number and file its own tax returns.

A section 501 (c) (6) organization must be nonprofit with no part of its net earnings benefiting any private shareholder or individual.  Its activities must seek improvement in business conditions, as opposed to performing particular services for individuals.  The organization may earn a profit as long as its principal purpose is not to earn a profit.  No part of its profit may be used for reimbursement of members’ litigation costs without regard to presidential value of litigation.  There are no funds imposed on the permissible size of the organization’s reserve.  There are no restrictions on the amount of lobbying carried on in the common business interests of the members.

To obtain tax-exempt status, Chapters should file IRS Form 1024.  This form should be filed prior to the date for filing the first tax return.  Applications should be filed with the district director of the IRS (listed on the form).  Information required on applications include:

· Description of activities

· Description of fund-raising programs

· List of officers

· Other information relevant to criteria for exemption

Applications are generally acted upon in 60-90 days.  If the national IRS office proposes to deny exemption, you have a right to conference.  A new exemption application must be filed whenever the organization changes from unincorporated to incorporated or reincorporates in a different state.  All material changes in status or activities should be reported to the IRS with annual returns.

FILING FORM 990 (“information” tax return):

All tax-exempt organizations must file Form 990, which is an “information” tax return.  It is filed by the 15th day of the 5th month following the end of the organization’s tax year.  The three-year statute of limitations commence when Form 990 is filed.  Form 990-T must also be filed when chapter income exceeds $1000.  Most chapters can use a 990 EZ, which is only a two-page form and is easier to fill out. 

The Chapter’s Form 990 should show the Employer ID number, which was obtained through the banking institution when the Chapter’s savings or checking account was opened.  The bank will need to send the Chapter an SS-4 form, as this form needs to be attached to the Chapter’s tax return forms.  The Chapter will also need to include a copy of its constitution and bylaws and list of officers.

CHAPTER FIVE:

FUND-RAISING

Local and regional chapters will need funds to conduct their daily business.  Most chapters use fund-raising activities to supplement membership rebates or other funds they receive from the national NADE.  There are some simple guidelines to follow that will help chapters avoid getting into any difficulty with their activities.  Various methods can be used for raising funds.  Before starting any fund-raising activity, there are several questions for your chapter to answer:  

1. Will the amount of money raised justify the volunteer effort you put into the work?

2. Is the planned event tasteful and suited to your audience?

3. Is the planned event important enough to attract and maintain people’s attention?

4. Is the planned event part of the Chapter’s overall mission and cause?

5. Will the planned event encourage people to contribute, respond, join, etc?

If the answer to these questions is yes, then below are some guidelines on how to conduct a fund-raising event.

PLANNING A FUND-RAISER:

· Set a realistic goal to include – total monies needed; amount to be raised per person; time limit involved for the activity

· Decide how many persons are needed to accomplish your goal

· Appoint a coordinator and establish lines of authority

· Decide on the actual method for raising funds

· Set a budget

· Establish a timetable and a checklist for necessary tasks to accomplish prior to the event

· Prepare promotional materials – brochures, pamphlets, letters to publicize the event 

EXAMPLES OF FUND-RAISING EVENTS:
· A special program, celebrating the anniversary of the Association

· Awards presentations

· Lecture series

· Arts festivals

· Sale – bake, garage, cookbook, etc.

· Car wash

· Dinner, luncheon, cocktail party

· Face-to-face donations

· Commemoratives – mugs, pins, key rings, etc.

· Tournaments – softball, bowling, volleyball, etc.

· Trips/tours

POST-EVENT ACTIVITIES:

· Send thank you letters to volunteers and contributors

· Plan a follow-up fund-raiser

There are some legal aspects to consider when doing a fund-raiser.  Check with your local Better Business Bureau or other local law organizations if you are doing a raffle or other activity that might be considered gambling. 

CHAPTER SIX:

PUBLISHING A NEWSLETTER

When publishing a newsletter, regardless of size, or at what level, there are some basic principles that should be followed.

AUDIENCE:

It is best to identify your audience when preparing to print a newsletter.  Occasionally survey your readership to determine what they would like to see published.  If there is too much in-house news that relates to only the activities of a few key persons, you may alienate some members, especially the new ones.

STYLE:

Avoid stiffness and stuffiness.  The “voice” of the newsletter should be that of an informed conversationalist.  Use language that sounds natural; do not use jargon or condescension.  Try to make your writing sound “effortless”, even though you’ve put great effort into getting a good copy.  When an article has acronyms, be sure to write out their meaning early in the article so that all readers are informed.

LAYOUT:

The physical appearance of a page will tend to catch and hold the reader’s eye.  Try to break the shape of the text by margin, heading or checklist.  Drop caps (large, boldface, initial letters, usually 3 lines deep) and insets can break up long columns.  Double-spacing between paragraphs opens up and provides some white space.

There are three components to layout: printed copy, artwork and photo, and white spaces.  Graphic artwork enhances the look of a publication when there is no photograph to accessorize the article.  Every page should have a focus, which leads the eye into the message.  It's a good idea to plan your “dummy” (file copy that goes to the printer) two pages at a time, so that you can see what the reader will see. 

Remember that the right-hand page is always the odd-numbered one.

PRINT:

Desktop publishing and computers have revolutionized the printing process.  Most word document programs can be used to prepare a newsletter.  The NADE Advocate is prepared in a more advanced publishing program and printed on a laser printer before going to a professional printing company.  NADE Publications are in 10-point font size and headers are usually in 14 or 16-point.  Sixty-weight paper is used for the NADE Advocate and the cover is a slick finish.  The issue with national training conference information has a colored centerfold to catch the reader’s eye and draw attention.  

It is best to design the majority of your publication in a serif or sans-serif typeface.  Most recommended are Times New Roman or Arial.  These styles are more legible, especially when the type size is small.  In terms of font style, standard typefaces are much easier to read than italicized, oblique or condensed fonts.

One thing to take caution about is that type sizes are not standard.  This means one point size in a particular typeface is not necessarily the same size as the same point size in another typeface.  For example, all of typefaces shown in 16 pt are not the same size in dimension (length and width).

WHITE SPACE:

This is where the eye goes for a rest.  It should be presented in neat blocks.

PHOTOS:

Focus on vivid facial expressions.  Use photos whenever appropriate.  Color photos print out well as long as the colors aren’t too light or too dark.  Black and white photos can often turn out better.  Watch out for things in front of faces, such as microphones, glasses of water, etc., and also be aware of what is behind the subject.  Try to get your subject looking at you, with eyes open.  Get close enough to be able to make out details.  Watch out for shadows against too light a background.  Keep a list of photos as you take them, so you’ll know who’s who when your pictures are developed or printed.  Always list the names of people in the photos.  Digital photography allows the photos to be placed in the layout without any additional expense work by the printer.

EDITORIAL EXPERIENCE:

Read other publications, similar to what you intend to publish, if you are not already experienced.  Notice what catches your attention and what fails to hold it.  Are there layout tricks, which make a good looking page?  What articles were easy to read?  Which were the hardest and therefore less memorable?

PRINTER:

Compare costs at several printers.  Get samples of work from each and check references to see how pleased people are with their services.  Consider how easy they are to work with, location for accessibility to you and how well they are at sticking to time frames.  Negotiate price and obtain your bids in writing.  

Proof-read and spell check after first typing and before the final layout.  Check your proofed copy against your corrected copy to see that all errors are caught.  After final layout, proof read one last time.  Be certain all copies sent to the printer are as clean, clear and perfect as you can make it.  Be exact in your instructions.

DEADLINES:

Set deadlines for all phases of publication (working backward from the desired publication date).  Do your best to keep these time frames.

GATHERING MATERIAL:

Get the word around well in advance of the first issue so you’ll be sure to have some material.  Securing articles for publication is an ongoing effort.  Individuals can be assigned specific areas to write about or responsibility for writing articles can be rotated.  Once you receive articles, keep them on file for use at future times.  If you publish an article from another newsletter or magazine, be certain to obtain the necessary approval.

DELEGATE

Set up a committee to work on various functions.  Don’t try to do it all yourself.
DISTRIBUTE:

Decide to whom and how you will distribute your newsletter.  Newsletters can be distributed via e-mail or printed and mailed or a combination of both methods.  Be sure to send 8 copies of your newsletter to the NADE Publications Director for inclusion in NADE’s newsletter contest.  NADE awards monetary cash to first and second place winners in three size categories – small, medium and large chapters.

CHAPTER SEVEN:

PLANNING A CONFERENCE

CONFERENCE PLANNING GUIDELINES

Congratulations!

So, you've volunteered (or had your arm twisted) to host a conference. Congratulations! There will be lots of hard work, but the experience can be very rewarding. The following are some guidelines, based on the experiences of others who have planned such conferences.

General

The amount of planning, committee work, advance deadlines, etc., in part depends on the size conference you are planning. For example, to host one the size of the NADE meeting, you should start before the conference preceding yours. Get involved with the conference hosts and attend the conference, and you'll come away with lots of useful experience.

Regional conferences still require lots of planning and hard work, but because attendance is rarely more than about 50-70 people, these are easier to pull off.

Permission

Depending on the size of the conference, you may be required to have your administrator’s permission before hosting a conference. Even if not required, it's important to talk with your administrator before committing to host a conference.

In some cases, you may want to seek permission from your immediate supervisor and at the same time seek support (for example, allowing you to dedicate some of your time to organizing and hosting the conference, and agreeing to offer a welcoming speech).

Finally, you should contact your local convention bureau or other entity that does conference planning. You may not need their services, but you should know what they can offer. Often they can give you advice and insights that are invaluable.

Set a Date

The general time of the conference should be suggested by the organization you are hosting (e.g., your regional group). Then look at your schedule to determine what dates would be best. Submit a couple of possibilities to your organization for approval.

Consider the size and scope of your conference. Small groups can be hosted nearly any time. But larger groups will require housing, transportation, and food services that might conflict with other events. Check for other major events that might conflict.

Organize

This goes without saying, so we'll say it: Organize a conference committee as early as possible. Include as many people as needed to cover all the responsibilities outlined here. Include your own staff as well as colleagues from other states.

Communicate regularly with the leadership of your organization as well as with previous hosts. There's lots of history that you can use to your advantage such as format, what works and what doesn't, etc. Also, remember that you're the host, but it's not your conference; you should be working with them (the organization's leadership) to meet their objectives.

Establish regular planning/reporting meetings. Set up email lists. Always make it clear who is supposed to do what and when. Keep minutes/notes of your meetings and use them to follow up. The more you communicate with each other, the less likely you'll have slip ups.

Reserve Rooms

One of your very first items of business should be to reserve necessary rooms for general sessions, breakout sessions, exhibits, breaks, receptions, and conference headquarters/registration.

Adapt your conference to the facilities you have available. Try to keep conference costs down by using rooms that are free. Again, this may require some adapting or negotiating.

Program

National meetings usually have a general theme. However, for regional meetings, you may want to choose a theme (with your organization's approval) that reflects your institution's particular strengths or interests.

National meetings also require a program committee. There's just too much work, and too many decisions for one person to handle. You may not need a program committee at the regional level, but if you have willing helpers, this might be a good place to use them.

A good program is critical. Look for variety, interest, timeliness. What do your members need or want to leave with? Try to balance lectures with discussions, hands on, social activities, and time for colleague interaction.

A general call for presenters should have a deadline that gives you ample time to recruit and to fill in gaps should you not get all the good proposals you need. Network with other members of your organization to identify people who might be invited to make presentations (or to submit proposals). Experience shows that some recruiting will be necessary, even if proposals are abundant (which often they are not.) If you have the expertise and resources, you should consider creating a web site for on-line proposal submission.

Immediately after the deadline, begin organizing the conference schedule. Select the proposals you want to use and contact them to verify their availability. Create a tentative schedule, matching presenters to the facilities. You may want to lay out your schedule on a whiteboard, or use 3x5 cards on a corkboard so you can visualize how things fit together. Make sure you plan time for attendees to talk with each other, such as at breaks, before and after dinners, at receptions, etc.

Send a formal acceptance note to each participant, and ask them to confirm by sending an abstract (if you didn't get that as part of their submission) and submitting a request for any special equipment (AV, computer, etc.).
Promotions

Promoting your conference begins as soon as you are selected as a conference site, by posting the date and location on web sites. If you have the expertise and resources, you should consider setting up your own conference web site for up-to-date information, on-line registration, proposal submissions, etc.

The first wave of publicity comes with your presentation to the board when you are submitting your bid. Also, consider electronic mailings and posting to a web site.

The next wave comes after your bid is accepted and you send out the conference announcement, with as much detail as you have, including a tentative program. This is important if you want to convince people they should come. Set a registration deadline that accounts for your own deadlines (food services, etc.) You may have to consider a higher fee for those who are late, especially if that really does incur additional costs for you.

Housing

Estimate the number of people you think might attend (ask previous conference hosts) and make arrangements accordingly. Block some rooms at a local motel/hotel as soon as possible.  When making reservations with local hotels, negotiate other amenities if possible such as shuttle services (from airports, to conference sessions).

Be careful to avoid making reservations that require guarantees or other financial obligations. In fact, it's best to let the hotel organization handle their own reservations and billing. Find out how long reservations can be held, cancellation deadlines, etc.

Travel

If there aren't adequate limo or shuttle services to your hotel from the airport, you may need to make your own arrangements. 

For tours, parties, etc., you should provide shuttles such as school buses, charter buses, or local city buses. Be sure to calculate all the costs for this service if you want to include it as part of the registration fee.

Food

Well-planned meals and snacks are critical to a successful conference. However, don't try to do this all on your own. Unless the conference is very small, or the food event is very simple, you should find someone other than yourself to take care of meals and snacks. Consult with your hotel contact, determine what is needed, and what it will cost. Be sure to negotiate food services in such a way that you are not liable for food costs beyond what you can cover through conference fees. Usually food planners will allow up to 10% more people than you contract for (e.g., for late registrations), but be sure this is clear up front.

To reduce costs, seek sponsors for specific meals where possible. Some larger vendors are happy to get the publicity that comes from sponsoring a break, breakfast, lunch, reception, or even a dinner.  For small conferences, many if not most of the meals can be left up to the attendees. Be sure to provide a good list of local eateries. Include information about which are within walking distance, which are not, and how to get to those that are not.

Strategically scheduled snack breaks, with drinks and fruit or cookies, can add a touch of class to your conference. These don't usually cost too much, and can be covered by registration fees. Don't skimp on the time allotted for breaks, since attendees will want to network and will take the time anyway.

If you do have group meals, be sure to allow for special dietary considerations. 
Management Tools

Unless you have only a handful of people attending your conference, you'll need some sort of management system. In most cases, a simple merge database will suffice for mailings, conference lists, generation of name tags, etc. For larger conferences, consider a more capable database that also can handle many fields (e.g., presenter status, dietary requirements, etc.) For income and expenses, you may need a spreadsheet program. And unless you have a graphics department to prepare your program and brochures, plan on learning more about your favorite word processing program.

Money

When the conference is over, you don't want to be left with a handful of bills for which you (or your department) are responsible. Careful planning (projecting costs) and money management can ensure that you'll be financially solvent.

Before sending out the conference brochure/announcement, you must determine a conference registration fee. On the one hand, you want to cover your costs. But on the other, you want to keep the costs low so that as many people as possible can afford to come. Try to find a balance between providing the amenities, and keeping costs down. These costs must be figured into the registration fees.  Be sure to include the following costs: Publicity (brochure, printing, mailing), facilities (equipment rentals), transportation, meals (snacks, meals), conference materials (packets, name tags, etc.) Remember that you can always do things more cheaply if you don't count all the costs... so count them!

Find out from your organization's leadership if the organization can and will contribute anything toward the conference or if you must cover all costs from registration fees. Also, determine with your organization's leadership if there is to be a difference in cost for members and nonmember. One commonly used and handy method is to include the cost of membership in the registration fee for nonmember. This not only helps them pay their fair share, but also increases your group's membership.

Attendees should be expected to pay their registration fees in advance. This helps provide an accurate picture of the number who will attend because the attendees are more committed to attending. You can consider a slightly higher fee for late registrations or registrations onsite, if your food and facilities planning can handle extra last-minute registrations. Refunds should be allowed, but not after deadlines for food and facilities counts have passed.

You should work with your institution to determine the best (i.e., most prudent) method for handling registration fees and for paying conference bills. Often a special account can be set up just for your conference. Be clear up front what accounting procedures are to be used (for example, what kind of documentation will be required to get reimbursements from this account.) Also, make provisions that any profits can be forwarded to your organization's treasury, if necessary.

Don't minimize the importance of a detailed accounting of your conference funds. Setting things up right before you begin to receive registrations fees can make things a lot easier during and after the conference.

Vendor Displays

Exhibits take a lot of work to coordinate and set up. The larger the conference, the easier it will be to convince vendors to participate. Smaller conferences may not even want to have exhibits. If you do have an exhibit, assign a committee member to be in charge rather than taking this on yourself.

An exhibit hall must be easily accessible and must have adequate space to accommodate vendor booths. There may be costs associated with such a hall. Some facilities require that their own people set things up. Make sure you know what is included with any rental costs, and what you may have to pay extra for.

Make sure that there is adequate time for attendees to visit the exhibits and to talk with vendors. Also, consider including vendor-sponsored sessions at the conference, or having the vendors participate in panels. Depending on the benefits to the vendors, you may ask that they pay for exhibit space, or leverage their participation by asking them to sponsor one or more conference activities (reception, meal, etc.), or to provide conference bags.

Conference Materials

At a minimum, you need to provide some sort of printed program. For most conferences, the following is usually adequate: a simple folder with program, maps, lists of local restaurants and attractions, a name tag, and writing materials (pen and pad). For larger, better financed conferences, you may want to include a conference bag. Sometimes you can also ask vendors to provide "freebies" that you can include in the conference packet.

Name Tags

If you plan properly, you should be able to generate name tags to be printed from your conference database program.

Keep the name tag layout simple: a small conference logo or title, the person's full name in LARGE, readable letters, and the person's chapter. Don't make people squint to read names on name tags.

The actual type of name tag (paper stick-on, pin on plastic case, hang-around-the-neck, etc.) depends on your preferences and budget. If you do provide stick-on tags, you may want to generate at least one tag for each day of the conference since they won't be able to reuse the tags. If you use plastic badges, you can invite attendees to recycle them at the end of the conference.

Equipment and Support

This is another critically important part of the conference, especially in our technology-driven organization. You should assign a member of your committee to head this up since it's a demanding and time-consuming responsibility.

To the extent that you can, schedule conference sessions in rooms that have basic AV equipment (overhead projectors and screens, for example). If the rooms already have computers and computer/video projection, that's even better. Then assign conference sessions to the appropriate rooms.

Determine ahead of time what portable equipment you have available, and whether you have to rent equipment. Then when you confirm conference presentations, ask presenters to provide you with a list of equipment they need. Encourage them to bring their own laptop computers whenever possible. Also, let them know when equipment must be rented, and ask them to consider whether such equipment really is needed, or if they can bring their own.

Once rooms and equipment are assigned, the person in charge should organize staff to make sure equipment is in place and working, and to move it as needed. For larger conferences, assigning staff to a specific presenter/room and having them contact each other before the session can be helpful.

You might also consider having a central equipment distribution room, not only for security of equipment, but also so conference presenters know where they can go for help, or to pick up that extra extension cord.
Computers

These should be considered as part of the equipment considerations listed above. However, they also present special problems.

Presenters should supply information as to the platform (Mac, PC), operating system, hardware requirements (disk space, RAM, CPU speed), application software, network connections required, etc. If you can set up computers ahead of time, based on presenter needs, that's great. But more often, you will want to make equipment available to presenters ahead of time so they can set up software and make sure they operate as expected. Again, if presenters can bring their own laptop computer they can avoid a lot of uncertainty.

If software is installed, make sure it's clear who cleans up (removes) such software after the session.

Entertainment

Depending on the size and scope of the conference, you may need to provide for one or more social activities for attendees.

At smaller conferences, organized dinners at local restaurants can be enjoyable. For larger conferences, a banquet may be in order. At the very least, provide a list of recommended local eateries for those who want to venture out on their own.

You should also consider whether your locale has something uniquely interesting to offer. If feasible, you could organize a group outing to a play, local site, etc. Be sure to determine whether costs are included in the registration, or if it is to be a separate (and therefore optional) cost.

If yours is a very large conference, you may want to offer optional activities for families, especially if your locale, weather, and schedule promise to attract families and friends of conference attendees.

Whatever you plan, however, be sure to include some free time for people to do things on their own.

Summary

One of the joys of our profession is the opportunity to get together in regional and national meetings. As a conference organizer you are providing a needed and appreciated service. Yes, hosting a conference involves a lot of work. But if you plan ahead, considering the above suggestions, you should be able to enjoy the conference just as much as those who attend.

NADE’s geographical boundaries are wide (the whole country and territories) making frequent national meetings unrealistic.  Regional and state conferences can provide opportunities for members to come together for the same general purposes.  Conferences vary in scope and size, depending on the sponsoring organization and the level of the conference, i.e. national, regional or state, but they are always designed to promote the disability evaluation profession, to train, educate and inform members and to enhance public awareness and recognition of the disability profession.  Regardless of the type or size of conference planned, there are some basic principles and some general guidelines that should be followed.

Usually a chapter within a region hosts the regional conference.  Hosting responsibilities may be on a rotating basis or on a volunteer basis.  Who does what depends on the regional practice.  The Regional President may serve as conference coordinator or may delegate this responsibility. The Regional Treasurer handles the conference accounts, which need to be kept separate from the host chapters.  Seed money may be available from the regional treasury, depending on practice in your region.  The Regional Director may act in an advisory capacity or may have more direct involvement in the conference planning.  The Regional Director, Regional Board and host chapter work together with regard to the level of involvement of each.  The decision on how any profits or losses are to be divided rests with the regional Board.  Financing regional conferences rests solely with the region.

Several individual state chapters have hosted state conferences in recent years.  State conferences offer a unique opportunity for members within the same chapter to get together in other than the regular work setting for training as well as to share ideas and experiences.  State conferences also provide training opportunities for many members, who for various reasons, cannot travel out-of-state to regional and national conferences.  Generally state conferences are shorter than regional and national conferences.  The state chapter leadership makes decisions regarding budgets, registration, etc., and may appoint a conference coordinator to oversee the details of planning.  Financing the conference is solely the state chapter’s responsibility.

Regardless of whether the chapter is planning a state, regional or national conference, it is important that the DDS Administrator be consulted before the decision to host any conference is finalized by the Chapter.  The DDS Administrator should provide approval regarding scheduling, attendance of local members and any other items of mutual concern.

KEY TO SUCCESSFUL CONFERENCE PLANNING:

1. Start early.  Even if the conference dates seem too far in the future for current action, you can be gathering ideas and mapping out plans.

2. Investigate incorporation and nonprofit status for the chapter; this requires some time and work and should be initiated 24-36 months prior to the conference to ensure that the process can be completed in time for the chapter to benefit from the tax advantage on conference expenditures.

3. When attending other conferences, look for what works and what doesn’t work.

4. Don’t be afraid to be creative.  Although conferences have traditions, look for different ways of doing things.

5. Involve as many people as possible in the conference.  Someone has to be in charge, but don’t forget that the smallest issue needing attention is just as important as the big one.  The more people involved, the more ideas you will obtain.

6. Provide dates, location and tentative agenda items to your Regional Director and the NADE Advocate as soon as possible. This will assist other chapters in your region in scheduling their conferences so that the dates do not conflict.  Don’t forget to notify the President-elect of regional meetings as early in the year as possible.

7. Arrange for speakers as far in advance as possible.

8. Beware of legal and religious holidays that can conflict with your meeting.  Such holidays might impact on hotel and transportation availability as well as meeting attendance.

9. Take care in selection of foods.  Try to have a choice for the main course as a banquet or luncheon to accommodate dietary or religious observances.

10. If possible, rent a P.O. Box so that all conference mail can go to a separate mailing address from the DDS.  This will lessen the risk of lost mail and mix-ups with non-conference materials.

11. Maintain an up-to-date file of correspondence, legal documents and bills, etc., pertaining to the conference so that status of any part of the conference planning can be ascertained as needed. All or portions of this file may be helpful to future conference planners.
ITEMS TO CONSIDER IN HOTEL SITE SELECTION:

Space:  Does the hotel have adequate space to accommodate the group?  Consider the number of sleeping rooms, large and small meeting rooms, space for social functions.
Ambiance:  Does the hotel have a pleasant décor, accommodations and atmosphere?  Is the hotel accessible to the handicapped?  Luxurious or plush accommodations are not essential to a successful conference, but conference sites do need to be comfortable and convenient.

Time:  Does the hotel have adequate space available at or around the time the organization wishes to schedule the conference?

Service:  Can the hotel provide satisfactory service to the group, considering the size and needs of the group?  Inquire about adequacy of staff, especially for meal functions.  If possible, obtain a reference to call for comments on a recent similar event at the hotel.

Money:  Can the organization afford the cost?  Consider cost of meeting rooms, meal functions and sleeping rooms.  Although participants likely will be paying for their own sleeping rooms, an unusually high room rate may discourage some people from attending.  Many hotels offer special rates to government agencies which are lower than their customary rates, so be sure to describe the organization when inquiring about room rates.  Some hotels offer complimentary meeting rooms, sleeping rooms, or suites under certain circumstances, such as if certain numbers of sleeping rooms are booked.  Explore all potential possibilities and find out how much the hotel can or will accommodate in order to get the organization’s business.

Other cost considerations: coffee breaks, meal functions and social functions.  Some hotels will offer complimentary coffee breaks. Meal functions usually have to be arranged through the hotel’s catering department, so check to see if prices are reasonable and affordable.  Usually a guaranteed number to be served will be required, and you will need to find out how much advance notice is required to change the number or cancel the function without losing any money.  Many hotels require all food and beverages consumed by groups on the premises to be purchased through their catering department.  Therefore, the rules or guidelines about bringing food and drinks to the hotel need to be checked out.  Sometimes, an unofficial agreement with the hotel can be worked out if the organization wishes to use a suite for small gathering and wants to avoid the higher cost of hotel catering.

TIPS ON SELECTING AND NEGOTIATING WITH HOTEL:

1.    Know your group’s needs before you visit.  Some hotels can be eliminated by a telephone call if you find out they cannot provide something essential.

2.   Visit several potential sites and narrow down possibilities.  Then again visit the hotels being considered seriously.

3.   Find out if a group similar in size has met at the hotel recently and solicit that group’s opinion on site, service and accommodations.

4.   Don’t be shy about asking the hotel to accommodate whenever and wherever possible, i.e. providing complimentary rooms, coffee breaks, etc.  If the participants will be booking a large number of sleeping rooms, you have some bargaining power.  Circumstances and time frames governing cancellation of functions or the whole conference should be discussed.

5.   When you have reached a satisfactory agreement with a hotel and are ready to sign a contract, make sure that the written contract covers all the details of the agreement before you sign.  If it does not, make necessary additions and resubmit.  The NADE Past president should be consulted prior to signing a contract for a national conference.  

6.   After contracting with the hotel, check back at regular intervals to be sure that all arrangements are in place and that there have been no changes that would affect the conference.  The closer the conference dates, the more frequent the contacts should be.  Experience has shown that there is a fairly high turnover rate among hotel sales department personnel.  So the person you originally dealt with may or may not be on staff at conference time.  If one of your regular contacts with the hotel reveals a change in the person handling the conference, go over all the arrangements in detail with the new person.  You may want to request that the hotel notify you of a personnel change, but it is strongly suggested that you keep in regular contact and not count on the hotel keeping you informed. 

CONFERENCE PLANNING TIMETABLE:

This timetable is a guideline which may be helpful in planning and organizing the work that has to be done in order to have a successful conference.  The time frames are wide and will vary according to the scope, size and length of the conference.  For example, a chapter conference involving local participants and having a shorter agenda will not require the same advance planning as a national conference.  Also, competition for hotel space and desired program participants will have a bearing on how early final commitments must be made.

24-36 MONTHS PRIOR TO CONFERENCE:

· Select conference coordinator to oversee all planning, organizing and decision making

· Begin financial planning – gather data for attendance estimates; investigate banks for handling conference account (conference treasurer may be selected at this point)

· Set up preliminary committees – site selection for locating city, hotel/conference center, exact dates; program for exploring ideas and gathering data

18-24 MONTHS PRIOR TO CONFERENCE:

· Plan program – select theme, develop topics, identify potential speakers and tentative program format

· Set up committees not already formed
· Plan budget

· Plan publicity

12-18 MONTHS PRIOR TO CONFERENCE:  

· Go over arrangements with hotel; finalize contract

· Contact speakers, exhibitors, organizations/business for donations of door prizes, complimentary items

· Plan activities, including any entertainment

· Set up conference account with bank

· Go over arrangements with hotel

6-12 MONTHS PRIOR TO CONFERENCE:

· Plan registration procedures, including selection of materials for any “goodie” bags

· Finalize program – confirm speakers/audiovisual needs and other arrangements

· Finalize activities – contract with entertainers, caterers, etc.

· Prepare publicity materials for mail-out

· Go over arrangements with hotel

3-6 MONTHS PRIOR TO CONFERENCE: 

· Registration – Order materials, public registration information including any necessary maps, directions or instructions

· Publicity – Mail out information to individuals, groups not covered by published material

· Program – Finalize program details and design printed program

· Hotel – Go over arrangements with hotel in detail

 1-3 MONTHS PRIOR TO CONFERENCE:

· Check on all activities/entertainment to be sure pre-registration figures cover costs and justify having them

· Get program printed

· Handle details – confirm speakers and arrange for transportation to conference site; arrange for AV equipment and confirm with hotel’s capability to provide or obtain from another source; plan any decorating needs; work out final arrangements for any activities

· Go over every detail with hotel; check on number of sleeping rooms booked

0-1  MONTH PRIOR TO CONFERENCE:

· Check on all activities/entertainment to be sure pre-registration figures cover costs and justify having them

· Check out hotel in person and talk with personnel, review and discuss all details (include hotel liaison in this discussion)

· Confirm that guaranteed number for rooms and meal functions are accurate based on available registration information and make any necessary adjustments

CONFERENCE PLANNING COORDINATOR AND COMMITTEES
SELECT A CONFERENCE COORDINATOR:
This person has the responsibilities for planning, organizing, overseeing and decision-making.  The individual establishes committees, appoints committee chairs, assigns specific responsibilities and deadlines to the committees and follows the progress of the committee to ensure their tasks are completed in a timely manner.

Excellent organizational skills and an eye for detail are some of the skills and abilities needed to serve as a conference coordinator.  There are some managerial skills that are also helpful, such as enlisting others to contribute time and effort, delegating, evaluating results and deciding between alternative plans.

This person has comprehensive responsibilities that can be quite time-consuming.  In some situations, host chapters may wish to consider selecting co-coordinators to avoid overburdening one person.  If there are not co-coordinators, there should be a backup person who could step in and take over if the coordinator were unable to continue in the position.  For co-coordinators to function with maximum efficiency, clear lines of authority and responsibility need to be drawn and the individuals would need to be able to work closely together without friction.

Usually, the conference coordinator(s) will be working with the hotel’s meeting coordinator during the planning stage, negotiating arrangements and the contract and working out the details of space, schedules, etc.

SELECT A PROFESSIONAL CONFERENCE PLANNER

Professional conference planners are required to be used to assist in planning all National Conferences and are strongly recommended at the Regional level (they can also be used at the State level).  

These professional conference coordinators are used at NO cost to the Chapter and can greatly help negotiate contracts with hosting hotels.  

NADE has had success in using the following companies (but are not limited to these companies): 

*Helms Briscoe, www.helmsbriscoe.com (contact person Laura Little)

*Conference Direct, www.conferencedirect.com  (contact person Trish Ryter)
SELECT A HOTEL LIAISON:

The hotel liaison is the person who serves as the contact with the hotel when any special needs or problems arise during the conference.  Having one person as the liaison during the conference allows for more efficient handling of immediate problems, and it helps to avoid duplication of efforts by several conference workers.  Appropriate hotel personnel know who the contact person is and can direct inquiries to this liaison for resolution.

SELECT A CONFERENCE TREASURER:

This person is responsible for setting up any special accounts, keeping records of final transactions and depositing and dispersing the money.  The treasurer must keep accurate, up-to-date, understandable records of deposits, withdrawals, etc., so that precise information regarding income and outgo is readily available.  A computer is particularly helpful to use in keeping track of transactions and knowledge of some basic financial software packages would be helpful.

SELECT COMMITTEE CHAIRS AND COMMITTEE MEMBERS:
Committee chairs are responsible for specific components of the conference.  They work with committee members to accomplish assigned tasks within specified time frames.  Reliable individuals, who can get the committee members involved, are needed.

Effective committees are essential to a good conference.  The number and size of committees depend on the number of willing people and the desires of the group.  Each chapter should decide what arrangement works for them.  Below are some examples of committees and potential assignments.

Site Selection Committee:

This committee investigates various facilities, compiles information regarding what the hotel/conference center offers and makes recommendations for a conference site.  The investigation involves on-site trips and the recommendations may include alternatives, with positive and negative aspects of each site.  This committee must be familiar with the conference needs with regard to space, time frames and financial arrangements.

Program Committee:
This committee plans the program including developing a theme, deciding on topics, arranging for speakers and taking care of speakers’ special needs, such as audiovisual equipment, transportation, etc.  Entertainment and meal functions that are part of the program may be this committee’s jurisdiction, or a separate committee can be performed to handle that.  This committee may also have the responsibility for designing and arranging for the printing of the program booklet or that may be the responsibility of a publicity committee.  The committee may also be responsible for contacting and contracting with exhibitors.

Registration Committee:

This committee plans the registration procedures, designs appropriate forms and arranges for their distribution; keeps records of registration, including keeping account of fees paid, receipts, etc.  The committee may also have responsibility for obtaining materials for and assembling registration packets, including complimentary gifts from local vendors.

Publicity Committee:
This committee plans and arranges for publicity about the conference.  Assignments may include preparing and submitting materials to appropriate publications, writing letters, arranging for display.  The type of conference – state, regional or national - will determine the extent of publicity.  Contacts may include DDS Administrators, SSA Regional office, SSA District offices, Congressional offices and other governmental agencies within the state of the host chapter.

Social Committee:
This committee plans the conference’s social activities and assignments may include arranging for food and beverages, contracting with caterers, entertainers, etc.  Arrangements may include soliciting food and beverage donations.

PROGRAM COMMITTEE TIMETABLE
15-12 MONTHS PRIOR TO CONFERENCE:

· Establish a program committee of 4 to 5 members

· Create an extensive list of potential speakers to include possible costs, subjects and past opinions of the speakers’ presentations

· Contact the state training office, regional office, central office and several state DDS training officers to establish some of the training needs for the conference

· Develop a list of 5 potential keynote speakers with preliminary contacts with these sources to determine availability and cost of each speaker

· Create a worksheet, complete with time slots, which can be used to develop the program

· Contact previous national conference chairpersons for ideas

12-9 MONTHS PRIOR TO CONFERENCE:

· Establish a list of potential subjects and speakers

· Contact the past president for input and ideas

· Begin to fill in the time slots on the master schedule

· Contact potential speakers to determine availability and cost

· Finalize the program part of the budget

· Begin to get commitments from speakers

9-6 MONTHS PRIOR TO CONFERENCE:

· Contact SSA to determine who will be able to represent SSA at the conference and discuss topics which you would like them to present at the conference 

· Finalize as many speakers as possible

· Submit a final budget

· Create a first draft of the program

· Coordinate with the Publicity Chairperson for a copy of the program to be submitted for publication in the Advocate 

6-3 MONTHS PRIOR TO CONFERENCE:

· Finalize the program as much as possible

· Write to each presenter for a resume and audio-visual aid needs

· Using national officers and others, create a list of introducers

· Adjust changes in the program as needed.

3 MONTHS PRIOR TO CONFERENCE:

· Work with the Publicity Chairperson on the printed program

· Follow up on any needs which presenters might have

· Recontact each presenter

· Develop a list of audiovisual needs and the times they will be needed

· Make sure each introducer has the material they will need including room, resume and audiovisual needs

· Submit a report to the conference coordinator on the activity of the committee

· Arrange with the treasurer for honoraria when needed

CONFERENCE:

· Make sure each presenter is present and that they have had the opportunity to meet with the introducer

· Arrange for checks, gifts, etc.

· Keep program running smoothly
IMMEDIATELY POST-CONFERENCE:

· Write notes of appreciation to speakers/program participants who donated time
CHAPTER EIGHT:

BIDDING FOR A NATIONAL CONFERENCE AND REQUIRED AGENDA ITEMS FOR A NATIONAL CONFERENCE
CONFERENCE BIDDING
To bid for a conference, the chapter/region interested in sponsoring a national NADE conference must submit the following to the NADE BOARD two or more years prior to the conference:

· The location (City, State…) of the proposed conference site.

· Hotel information to include the hotel rates, hotel shuttle availability, handicap accessibility, meeting/sleeping rooms (most hotels give free meeting rooms with a number of booked sleeping rooms, acknowledge the hotel’s commitment to providing room from the Saturday before the proposed conference to the Sunday after the conference (to allow attendees to come early and stay late and the new and old NADE Board to meet before and after the conference).

· Transportation cost (taxi, shuttle) from the airport to conference hotel.

· After hour activities for attendees.

· Approximate registration fee cost based on available data.

To hold a conference the chapter/region usually has a base committee (conference planning committee) that is divided into or has additional committees to include:

· Registration

· Entertainment

· Hospitality Suite

· Program (agenda)

· Conference Bag (contact local vendors and visitors bureau for freebees/brochures to put in conference bags with the agenda, a pen and writing tablet, etc) 

The National Conference is usually held in the fall late September or early October and must not be held on or in close proximity of a religious holiday because this may discourage people from attending.  The days of the conference is usually all day Tuesday to noon on Friday.  A president’s reception is usually held the first day of the conference or the Monday night before the conference.  There is an NADE Awards luncheon, an administrator’s luncheon/breakfast and CCP meeting.  One of the medical sessions should be or an organ donation topic).

It should be noted that once a bid is accepted the NADE Past President assists the chapter and provide guidance and reviews all contracts before they are signed.   Chapter members that have put on local, regional or national conferences should be included in the planning.  They can assist the committees to avoid pitfalls.

National conferences are a cooperative effort between the national organization and the host chapter.  Planning and execution of a successful annual meeting requires close cooperation, coordination and communication among the parties involved.  Hosting a national conference provides an unparalleled opportunity for a chapter to shine and to make a name for itself.  Hosting a conference further provides an opportunity for both the host chapter and the national organization to gain some monetary remuneration.  It has been NADE’s practice to equally divide conference profits between the NADE treasury and the local host chapter.  NADE
 will split the profit/loss from a National conference, but will only split the loss if the host chapter has previously provided the NADE Board with a copy of the hotel contract prior to it being signed.
The NADE Board of Directors attempts to schedule as many of its national conferences in advance as possible.  Conference site choices are only limited by the number of chapters putting in a bid.  The Board will consider any serious proposal presented by a chapter.  Chapters have prepared slide shows, video displays and Chamber of Commerce packages on the city of their choice.  This does provide the Board with an idea of the site and area attractions.  

However, the most important factors involved is a national conference bid acceptance by the NADE Board are:

· the chapter’s willingness to guarantee participation in the planning and hosting of a national meeting that can be attended by 250 to 500 people

· the accessibility of the city for travelers from across the country

· the accessibility of the hotel for travelers, including handicapped individuals

· the cost of meeting rooms and guest rooms 

Choosing dates and selecting a site several years in advance of when the host chapter plans to host the national conference offers several advantages to the host chapter as well as to NADE.  NADE is able to inform SSA of conference dates to avoid conflicts with SSA scheduling of DDS Administrator forums and other SSA-sponsored meetings.  Several years notice allows the chapter to “lock in” a lower room rate with the hotel for meeting and guestrooms.  The chapter also provides itself with ample opportunity to raise funds for conference purchases and deposits on meeting rooms, social events, speakers, etc.  Scheduling several years in advance allows the host chapter ample time to coordinate a program concept and “theme” and to secure speakers and exhibitors for the conference.  

BID REQUIREMENTS:

Chapters present a bid to host a national conference to the NADE Board, through their Regional Director.  Usually, the bid is presented two or more years in advance of the meeting.  The bid must include:

· Tentative dates for the conference (taking into consideration the dates of legal holidays and religious observances that will occur the year of the conference)

· A tentative budget including attendance projections 

· Information about the city

· Information about the hotel

· Ideas on program content

· Information on available transportation to the site

· Suggestions for entertainment

· Assurances of support from the DDS administrator 

INCORPORATION:

NADE strongly encourages any chapter contemplating hosting a conference at any level, regardless of whether it is national, state or regional, to investigate the feasibility of incorporating the chapter prior to the conference.  Incorporation should help protect individual chapter officials in case of financial loss or other untoward events. 

LIABILITY INSURANCE:

NADE recommends that chapters investigate the feasibility of obtaining liability insurance for the conference, the cost of which would need to be included in the conference budget.

NADE CONFERENCE BID SHEET

Chapter or Region bidding to hold conference
__________________________

City conference to be held in
_____________________________________

Dates conference to be held
_____________________________________

Hotel conference to be held in 
_____________________________________

Hotel room rate


_____________________________________

Transportation from airport to hotel
________________________________

Attendance projections

_____________________________________

Do you have the support of your DDS Administrator?
_____ Yes
_____ No


If yes, please provide a letter of support from the Administrator.

In addition to the above information, please attach a tentative budget, information about the proposed conference city, information about the proposed conference hotel, and information about entertainment in the proposed conference city.

Once you have completed this form and obtained all information needed, submit it to your Regional Director.  Your Regional Director will then take it to the NADE Board for consideration.

NATIONAL TRAINING CONFERENCE AGENDA: 

The Host chapter is responsible for the creative parts of a conference, that is, securing speakers and scheduling program sessions, arranging for a hospitality room and traditionally an evening’s entertainment.  The local chapter is also responsible for preparing the conference agenda.  The overall tone of the conference must be politically sensitive and present a balanced viewpoint on various issues.  Sessions should be planned to provide training on medical, vocational and administrative/legal aspects of the disability program as well as to facilitate personal growth of the participants. 
The NADE Past President will work closely with the host chapter in planning the agenda.  SSA supports NADE conferences and there should be time set aside on the agenda for specific topics from SSA and other organizations the NADE Board has identified as topical areas of interest for members that year.  The Past President will work with the host chapter on obtaining speakers from SSA and the other organizations, such as NCSSMA, AALJ, NCDDD, etc., that the NADE Board wishes to include on the agenda for the conference. Typically, each of these sessions is scheduled for one hour, except NCDDD, which is typically one-half hour.  

NADE AGENDA REQUIREMENTS FOR ANY NATIONAL CONFERENCE:

Certain NADE functions and sessions are required for any National NADE conference.  The NADE Past President will work with the local chapter in planning the agenda to ensure that the required functions and sessions are included.  The conference generally is scheduled from Tuesday morning through Friday noon, or from Monday morning through Thursday noon, with Board meetings to be held before the conference begins and after the conference concludes.  The required NADE agenda sessions are:

· Old Board Meeting (this is usually held on Sunday evening and Monday during the day before the conference starts)

· New Board meeting (this is usually held Friday afternoon and Saturday morning after the conference concludes)

· NADE President (typically one hour on the first day of the conference)

· Meet the Candidates session (usually about 15 minutes to 30 minutes – must be scheduled early in the week, before Regional Caucuses and before General Membership meeting)

· Regional Caucuses (usually an hour – must be scheduled before General Membership meeting)

· General Membership Meeting (three hours total, usually split into two - one and a half hour sessions)

· Presidents’ Reception (to honor current and all past NADE presidents, usually held the Monday evening before the conference starts, or the first evening of the conference)

· Awards presentation (usually in conjunction with a meal.  The meal can either be lunch or breakfast, but a minimum of two hours should be set aside for this event)

· NADE Board/DDS Administrators session (usually in conjunction with a meal, a minimum of one and a half hours should be set aside for this session)

· Breakout sessions during the week for important NADE committee work and opportunities for information exchange, networking and exchange of ideas and identification of issues important to NADE members.  These sessions should include, but are not limited to:

Legislative session

Disability Hearing Officer session

Professional Relations Officer session

Council of Chapter Presidents meeting

Organ Donor/Transplant session
HOST CHAPTER RESPONSIBILITIES:

The host chapter, in consultation with the NADE Past President, is responsible for establishing registration and other fees.  Conference registration fees for the week should have one registration fee for members with a higher fee for non-NADE members (at least $60 higher).  Daily registration fees can also be established, prorated, for individuals who want to attend only a portion of the week.   Registration fees and event fees should be set high enough per capita to cover unexpected contingencies.  A chapter may choose to conduct dedicated fund-raising events prior to the conference.  The national organization will pay registration fees for Board members up-front if “seed” money is needed by the host chapter to get started.  

The host chapter is responsible for formatting a registration form and submitting it and an agenda to the editor of the Advocate to publicize the conference.  The national conference information should appear in both the May/June and the July/August issues of the Advocate.  

The host chapter, once their bid for a national conference is accepted, must provide periodic reports on progress of the conference.  These must be provided at least quarterly, either orally or written, to the NADE Past President, who will in turn communicate to the NADE Board of Directors.    

A preliminary financial report must be presented to the New Board meeting immediately following the national conference.  A final financial report must be sent to the NADE Treasurer within sixty days after the conclusion of the conference. 

CHAPTER NINE:

NADE MEMBERSHIP –RECRUITMENT AND RETENTION

CLASSES OF MEMBERSHIP:
NADE has three classes of membership, Full, Associate and Corporate.  Full members are individuals directly involved in the disability decision-making process. They can be disability examiners, examiner supervisors, support professionals, administrators or medical or vocational consultants or a faculty member providing specific education in the field of disability determination. Associate members are those individuals not directly involved in disability adjudication, usually attorneys, physicians, advocates or others interested in disability evaluation but not eligible for full membership.  
Corporate members are individuals or corporations/organizations interested in the documentation and/or evaluation of medical and/or vocational information submitted in support of applications for benefits under the SSA disability program.  Membership in the national organization entitles you to membership in the local chapter serving your area.  

MEMBERSHIP DUES:
NADE membership dues are fully deductible on federal income taxes as allowed under the law.  Contributions or gifts to NADE are not deductible charitable contributions for Federal income tax purposes.  However, payments of membership dues are deductible for most members of the trade association (NADE) under Section 162 of the Internal Revenue code as ordinary and necessary business expenses.

Support professionals and retirees have a different due structure than other members.  

VOTING RIGHTS & HOLDING OFFICE:  

All full members have the same privileges in voting and can hold a NADE office.  Associate members have a vote but cannot hold a NADE office.  Corporate members do not have a vote, nor can any employee of the corporation hold a NADE office. 

RECRUITMENT AND RETENTION:

NADE is the only voice that speaks for those on the “front-line” of the disability program.  But without sufficient resources to finance NADE’s services and related expenses, NADE’s voice cannot be heard.

Membership recruitment and retention is an on-going process.  Each year, official goals are given to each Regional Director for increasing the membership base in his/her region. But membership recruitment and retention is the responsibility of every NADE chapter and every NADE member.  The Regional Directors cannot do it alone.  

However, the NADE Board believes that a spokesperson from the national level can often assist the local officers in highlighting the purposes and professionalism of NADE from a different perspective.  Funds are available in the Regional Director’s budgets for them to participate and assist local Chapters in their membership recruitment efforts.  If a local chapter wishes another national officer, such as the President, President-elect, or Past President of NADE, to participate in their membership recruitment efforts, NADE is glad to assist.  However, funding for any national Board member other than the Regional Director is not provided for in the NADE Budget.  Reimbursement for expenses occurred by a national officer for a recruitment visit must be borne by the local chapter.

MEMBERSHIP RECRUITMENT GRANTS:

The NADE Board sets aside a certain amount of money each year in its budget for membership recruitment grants.  Local chapters may apply yearly for these grants to assist in membership recruitment efforts.  Information on how to apply for and obtain a membership recruitment grant is available through NADE’s membership director.  

ANNUAL RENEWAL DATE:

NADE has an annual renewal date – in June of each year.  This annual renewal date was established by the NADE Board to allow NADE to better budget and plan for upcoming costs in the next NADE fiscal year.  

NATIONAL DISABILITY PROFESSIONALS WEEK:

The third full week in June has been designated as National Disability Professionals Week.  This is an excellent time for local NADE chapters to highlight the activities of NADE, on a national as well as local level.  Keeping NADE visible at the local level is the strongest method to recruit and retain members. 

MEMBERSHIP PROCESSING CONTRACTOR:

NADE contracts with a membership processing contractor to handle the responsibilities of collection of dues and maintaining its membership database.  The membership contractor works closely with the NADE Membership Director to address any issues, problems or concerns with how membership applications and renewals are processed.  If a local chapter is experiencing any problems with membership applications or renewals, it is their responsibility to notify the NADE membership director, who will work with the membership-processing contractor to solve the problem.  
NADE’S MEMBERSHIP COMMITTEE:

NADE’s membership director and regional representatives on NADE’s membership committee are ready, willing and able to offer advice and assistance to local chapters in recruitment and retention efforts.  They have a wealth of ideas and promotional materials that can be shared, including examples of letters and posters that can be used in local chapters.  Please contact any one of the membership committee members if assistance is desired.  The Membership Director is listed in the NADE Advocate and on NADE’s web site at: www.nade.org. 

CERTIFICATION:

Membership recruitment and/or retention can be enhanced by NADE’s certification program.  See NADE’s web site at www.nade.org for specific criteria required for individual certification or re-certification as a disability professional, support professional or disability medical consultant.

CHAPTER TEN:

ESTABLISHING A LOCAL AWARDS PROGRAM

The NADE national Board is dedicated to recognizing and rewarding individual member and chapter contributions to the enhancement and promotion of the professional organization.  To this end, a national Awards program has been established and recognition awards are given out on an annual basis at the national conference.  Specific criteria for awards are published annually in the March/April Advocate or can be obtained from the Awards committee chair at other times throughout the year.  The national award winners are determined by votes of the Awards committee.  NADE national awards given are:

1. President’s Award – in recognition of an outstanding local Chapter.
2. NADE Award – in recognition of an Examiner who has made outstanding contributions not only to the service of the claimant, but has contributed substantially of his/her time and talent to promote harmonious and more effective working relationships among his/her immediate professional community.
3. Director’s Award – in recognition of an outstanding member of the clerical staff who demonstrates work performance efficiency and characteristics which contribute materially to the efficient operation of the unit and morale of co-workers.
4. Charles O. Blalock Award – in recognition of an individual who has made extended efforts and major contributions towards the organizational advancement of NADE.
5. Lewis Buckingham Award – in recognition of a leader of NADE at either regional or national level.
6. The John Gordon Award – in recognition of superior performance of a State Agency Supervisor.
7. Frank Barclay Award – in recognition of an individual who has shown exceptional ability to motivate and challenge or to develop or promote programs, which motivate and challenge others toward personal and professional growth and human resource development.
8. Earl B. Thomas Award – in recognition of a state disability agency administrator for constant contributions to the program and actively support the advancement of NADE.
9. Rookie of the Year Award – in recognition of a disability professional who has 

been a NADE member less than two years and has made a significant contribution to NADE at the local, regional, and national level.
Some regions have established individual and chapter regional awards to honor regional or local achievements and contributions to the NADE organization.  Some of these awards are patterned after the NADE national awards program but geared more specifically to regional and/or local efforts instead of efforts at the national level.  

In addition, some local state chapters have also developed local awards criteria for honoring and recognizing contributions of its members. It may be traditional to name an award after a founder of a Chapter or a very active member.  The NADE national Awards chair will be glad to work with individual regions and/or individual state chapters in the establishment of a regional or local awards program.  The NADE Awards Chair will assist any region or chapter in developing specific criteria for awards recognition based on the needs and desires of the individual region or chapter.  NADE’s Awards chair can be contacted through the NADE website at: www.nade.org.  

A chapter interested in proposing changes to existing national Awards or creating a new National award should provide a proposal to the National Board of Directors through the Awards committee.  Recommendations should be provided in advance of a National Conference and should contain the proposed changes for an existing Award or for a new Award, the name, criteria and purpose of the award.  Board approval will then be necessary for effectuation of the changes or of the new Award.

APPENDIX:

LEADERSHIP SURVIVAL GUIDE

WHERE TO GO TO GET THE ANSWERS YOU NEED
NADE’s communication chain is an informal one. Generally speaking, the president and committee chairs are in direct contact with regional directors (RD). Requests for assistance, comments, etc. are sent to the RD who forwards the request to chapter presidents or representatives in their region. The chapter president or representative is responsible for sharing information at the local level. Reponses to requests for comments should be forwarded to the RD through the local president or representative. The RD collects all responses and formulates a regional response that is sent to the national president or committee chair.

Committee chairpersons are responsible for establishing and maintaining communications with the members of their committees. Although face-to-face meetings are rarely held, committees “meet” through email to discuss issues, charges or special assignments. As a courtesy, the regional directors are usually copied on all correspondence. 

Historical records requests are sent to the national historian. As a courtesy, these requests are generally copied to the director of the region where the historian resides. 

The national constitution and bylaws chair may be contacted with questions regarding local or regional documents. Amendments and changes to by-laws and constitutions must be sent to the national chair for review. The national chair is charged with keeping copies of by-laws and constitutions at every level of the organization.

Membership questions, concerns, etc, should be directed to the regional representative to the Membership Committee. The local representative will forward the request, as needed, to the national chair. The chair is in direct contact with the membership contractor and will work to resolve any issues. As a courtesy, all requests are generally copied to the director for the region.

NATIONAL ASSOCIATION OF DISABILITY EXAMINERS (NADE)

LOCAL LEADERSHIP ROLES
Chapters having officers and a constitution and bylaws are recognized as approved Chapters by the National Board of Directors.  Further information is available on the Chapter in the NADE Constitution and Bylaws.  

Chapter President

Presides at all meetings of the Executive Board and Chapter organization


Makes Committee assignments


Gains Board participation in discussions that precede decisions


Takes the lead in orienting new Board members


Delegates in order to spread the workload and provide leadership ex-

           perience                

Plans ahead for the full year of office


Makes contact with Committee members to insure charges are being met


Plans agenda for Board and Chapter meetings


Encourages membership growth


Plans the budget for the upcoming year


Works with incoming President to provide for a smooth transition


Shares information with the Board for dissemination to the membership


Is a member of the Council of Chapter Presidents

Serves as a contact person for the National Board, CCP Chair, and Regional Director

Past President


May be responsible for Program Development


Serves as ex-officio member of CCP


May advise on NADE protocol issues


Member of the Chapter Executive Board

President Elect/Vice President

Assists Chapter President 


Attends such meetings as designated by the Chapter President


May assist the Chapter President with written correspondence


Serves as a member of the Chapter Executive Board

Secretary


Records minutes of all business meetings


May prepare correspondence as directed by the Chapter President


May make copies of pertinent information for Board and Chapter meetings
Treasurer


Keep accurate records of the treasury of the Chapter


Pay bills timely and accurately  


A proposed budget may be submitted by the Chapter President and 

           Treasurer to the general membership for approval                                                                                                                                 

If the Chapter hosts a conference, separate books should be kept

Chapter Meetings

· The Chapter President may call for meetings of the Chapter membership.  

· The President sets the agenda and decides the purpose of the meeting.  

· Other Chapter Board members may also request meetings.  

· It is a good idea to follow Robert’s Rules of Order.  

· It is suggested that an agenda be distributed prior to the meeting to assist members in reviewing the purpose of the meeting and to encourage participation.  

· When asking for volunteers, everyone should be given a chance to participate.  

· Differing opinions should be heard, however, chronic complainers should not be allowed to rant.  

· Topics should be summarized before opening discussion.  

· Ask for solutions and closures on comments.

· Stop discussion when all sides have been heard.  

· Encourage participants to focus on the issues and assign priorities.  

· Summarize decisions made as a result of discussion.  

· Re-state motions prior to voting.

· Invite comments.

· Record key comments on key ideas.  

· Keep discussion focused.  

· Support the opinions and experiences of others with positive comments and attitude.  Appoint committees if necessary.  

· Insure understanding and follow up by thanking committee members.  

Example of Meeting Agenda
· Call to Order

· Secretary’s Report/Minutes

· Treasurer’s Report

· Standing Committee Reports

· Special Committee Reports

· Old Business

· New Business

· Miscellaneous
· Adjourn

HOW TO CONDUCT A BOARD MEETING

1) Reserve a room.

a) Make sure it is large enough to accommodate everyone and any special needs anyone might have.

b) Announce the date, time, and location of meeting

2) Be Prepared.

a) Set a time limit for the meeting so everyone will have an expectation of how long it will last.

b) Prepare an agenda.  (sample attached)

c) Ask for written reports to be submitted a few days before the meeting so copies can be made and distributed at the meeting.

3) Conduct the meeting.

a) Keep control.  Only recognize one person at a time.

b) Use Robert’s Rules of Order.  An inexpensive paperback edition can be obtained at any book store.  

c) DON’T READ REPORTS! (you should have already distributed copies for them to read.)

d) Board meetings should not be used to conduct committee business.  The meetings should deal with the issues that come from the committee reports.

e) Focus on issues and not personalities

f) Stick to the topics.  Don’t get bogged down with extraneous items.

HOW TO HANDLE FINANCES

1) Have two accounts—checking and saving

a) Be sure you have overdraft protection that transfers money from checking to savings.

b) Have multiple authorized signatories on account

c) Checks have to be signed by one of the authorized signatories; it is possible to have an account that requires more than one signature on checks(which is a good safeguard of chapter funds) but it can sometimes become troublesome to find more than one(due to vacations, illnesses, etc.).

d) Be sure you know how many transfers and withdrawals are allowed for each month.

e) Be aware of all miscellaneous fees—including fees for low balances.

2) Ways to safeguard chapter funds

a) Create a form to request payment—this is a form that members must fill out and have approved by the President before the treasurer writes a check.

b) Have Treasurer count all monies from fundraisers immediately.  Don’t let anyone keep the money for an hour, overnight, a couple of days, etc.

c) Have a safe place to lock up checkbook and any loose money.

d) Require and keep all receipts for expenditures

e) DO NOT PAY OUT CASH!!!  But if you have to for any reason, be sure to get a signed receipt from the member that he/she received the money.

3) Elect a Treasurer

a) Try to find someone who is experienced and organized and knows how to balance a checkbook.

i) Keep notebook with ledger sheet for all offices and committees showing expenditures, revenues, and balance

ii) Have Treasurer submit monthly financial report

iii) Have Treasurer submit yearly financial report at end of year

iv) Keep all bank statements

b) Have Treasurer submit a yearly budget for each office and committee

c) Check into possible investments in Certificates of Deposit if you have ample money in the chapter account.  These usually have better interest rates.

d) Keep balances higher in the savings account because you can earn interest in these.

e) Check with IRS and state government officials to determine tax exempt status.  Each state is different.

f) Be aware of any IRS obligations(tax filing, etc.).

g) President should review monthly and yearly reports and the checkbook

MEMBERSHIP RECRUITMENT 

AND RETENTION
Advertise, Advertise, And Advertise!!

A. Post Flyers

B. Post Advocates/Distribute to “Potentials”

C. Encourage Recruitment through newsletters, at fundraisers, etc.
D. NDPW – excellent opportunity to recruit

E. Special Membership Drives for all non-members – packets of material to distribute; Membership events to encourage recruitment

Target Specific Groups

A. New Trainee Groups (get ‘em early!)

B. Support Staff

C. Medical Staff

D. Community Members

Make Use of Resources

A. National Membership Director

1. $50 Stipend for membership activities

2. Information/ Posters/ Applications

B. Appoint a Local Membership Chair EVERY YEAR

C. Contact Regional Membership Committee Chairperson

D. Use a Questionnaire to address membership issues annually

Recognition of New Members (REWARD TO RETAIN)

A. Special Acknowledgement of new members at meetings

B. Encourage/Support Meeting and CONFERENCE attendance as soon as possible after joining NADE

C. Consider “goody bags” for joining – use NADE items like cup holders, key chains, etc.

D. Immediately add them to mailing/distribution lists to keep them informed

E. GIVE THEM JOBS!! Helping through service work is the best way to make people feel needed and encourage new leaders

F. Consider offering to mail in renewals for members

G. Offer members ways to reduce or earn a membership for 1 year

HOW TO ORGANIZE AND RUN FUNDRAISERS
What Motivates Your Members?

A. Poll/Survey to find out what members will support

B. Ask, historically, what non-members (the staff at large) will fund best

C. Contact near-by chapters for ideas, suggestions, how-to's
Get Administrative Support

A. Length of time permitted to participate?

B. Frequency of events?

C. Certain fundraisers not supported? (e.g. raffles “gambling”)

D. Off-hours and/or off-site events?

Raising Money without Money

A. Auctions of Donated Items

B. Raffles

1. Item raffles (donated goods, baskets, event tickets, etc.)

2. 50/50 raffle (half of  raised money goes to winner)

C. Bake Sales (donated goods)

D. Services for Donations (example, wrapping Christmas gifts or car wash)

Raising Money with Money


A.       Selling NADE approved items for profit

B.      Selling T-shirts, caps, etc with local chapter logos

C.      Selling other items  (for example, the MADE vocational chart)



D.      Selling Food, Meals, Snacks, etc.

1. Advance Ticket Sales may be necessary

2. Overseer “producer” of event to coordinate

a. cooks

b. food purchasers

c. preparers

d. servers (shifts)

e. set up/clean up

f. money/ticket receipt



FINAL TIPS
· Make sure you have plenty of supplies and change when doing any type of sale. 

· You should always make sure there are checks and balances in place whenever money is involved, according to your chapter’s policies. 

· Make sure your members know the reason behind the event – why the money is being raised and how it will benefit your chapter. Participation increases when members can get behind a cause.

 NATIONAL ASSOCIATION OF DISABILITY EXAMINERS (NADE)

ELECTIONS AND COMMITTEE APPOINTMENT PROCESS
National Elections

National officers are elected annually during the national training conference. Elected offices at the national level are: President, Secretary, Treasurer and chairperson for the Council of Chapter Presidents (CCP). 

Prior to attending the national conference, each chapter or state member should vote locally for their choices to fill national offices. The chapter president or state representative then casts the votes during the general membership meeting at the conference for president, secretary and treasurer. The CCP chair is elected during the meeting of the Council. 

If the chapter president/state representative is unable to attend the conference, the chapter may designate another member of the chapter to act on the chapter/state’s behalf. If no member of a chapter or representative of a state is in attendance, the chapter president or representative can provide a written proxy to another member of the region. 

If the chapter or state is not represented and has not assigned a proxy, the Regional Director for the chapter’s region is empowered to cast the total number of votes for that state or chapter at his/her discretion. The number of votes for each chapter is based on the most recent national membership roster. If the Regional Director is unable to attend, he/she can provide a written proxy to another member of the region. 

Regional Elections

Regional directors and regional board members (president, secretary, treasurer, etc.) are elected in accordance with the bylaws for the region. Regional directors serve a 2-year term as stipulated in the national bylaws. Regional board composition and term lengths are established in the regional bylaws.

Committee Appointments

National committee chairs are appointed by the national president. Regional directors are then charged with nominating members from their chapters to serve on each national committee.
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