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INTRODUCTION 
Thanks for taking the initiative to form a local chapter! I can assure you it is a professionally and 
personally rewarding experience. NAEP believes that chapters are the future life-blood of our 
organization. As an environmental professional, your involvement in a local chapter is critical for 
both your professional development and for the growth of NAEP. 
 
The National Association of Environmental Professionals (NAEP) was established in 1975 so 
that environmental professionals could engage in professional development activities. Since 
1975, there have been over 40 chapters and student chapters chartered by the NAEP. 
 
The NAEP Guidance Manual will give you step-by-step guidance on the how to start a chapter. 
In addition, the manual contains topics such as how you can develop committees to address 
membership needs, and activities to membership building and retention. In the appendix, you 
will find sample copies of bylaws, articles of incorporation, membership applications and 
newsletter. 
 
I trust this manual will be helpful as you endeavor to formulate a local chapter. Please feel free 
to call the NAEP National Office should you need additional assistance. Go to the NAEP 
website for contact information:  http://www.naep.org. 
 
Thanks for your involvement, and may your efforts be fruitful! 
 
 
 
Paul Looney 
NAEP President 
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SECTION I: CHAPTER BASICS 

NAEP is an organization that educates and encourages communications between business, 
industry, government and academia and disseminates a common body of knowledge. NAEP is 
committed to achieving the highest standards of ethics and competency within the 
environmental profession. The philosophy of encouraging and supporting chapter development 
coincides with the NAEP's general organization goals. NAEP chapters help foster and enhance 
opportunities for professional growth by encouraging educational programs and peer 
networking. Chapters also help gain legislative and regulatory recognition of the NAEP by 
working at the State and Federal regional levels. All prospective Chapter members should be 
qualified NAEP members in good standing to form an official Chapter of NAEP. 
 
The formal relationship structure of the NAEP chapters is called an affiliated chapter. Affiliated 
chapters are linked to the national organization by agreement rather than legal authority. This 
explains why NAEP chapters are required to be incorporated. In an affiliated organization, dues 
are paid separately to the chapter and the national organization. Chapters and the NAEP 
National Office have the capability of collecting both sets of dues at one time, however it is only 
in a forwarding status and for the ease of the member. 
 
The NAEP encourages chapter affiliate memberships to foster the exchange of ideas and 
information for environmental professionals. To become and remain affiliated with the NAEP, 
chapters are required to meet and maintain specific requirements. When a chapter meets the 
requirements, an application for affiliation is submitted to the NAEP's Board of Directors. Upon 
acceptance by the Board, the chapter becomes “chartered." Section I: Chapter Basics describes 
the NAEP's requirements for chapters, organizational structure, and how to start a new chapter. 
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Steps in Forming a New Chapter 

The following steps for forming a local chapter are presented in a logical order, but don't 
necessarily have to be taken in the order presented. Some steps can be done concurrently. In 
addition to these steps and the information found in this manual, you may wish to contact 
leaders of established chapters to learn from their experience. The NAEP National Office can 
put you in touch with leaders of established chapters to assist.  
 

1. Call a meeting of a core group of environmental professional's interested in forming a 
chapter. Don't try to do it all yourself. 

2. Fill out Chapter Petition (see Section VIII) and send back to NAEP in hard or electronic 
format. Note that this document requires a minimum of 10 individuals to start a chapter.  

3. Establish ground rules and goals of what you want the chapter to be; the NAEP Chapter 
Committee can send example By Laws. 

4. Distribute responsibilities for tasks among the core group. Appoint interim officers. 
5. Decide on a name for the chapter. 
6. Note that there no territorial boundaries for a chapter. 
7. Set Dues. Consider a reduced rate for full-time students. 
8. Prepare a chapter membership application form. Membership categories are established 

in the chapter bylaws. 
9. Establish bylaws. The NAEP Chapter Committee can send example Chapter Bylaws are 

to modify and adopt. File a copy of the approved bylaws with the NAEP Office. 
10. Build a list of potential members. Some suggested sources for mailing include: NAEP 

Directory, mailing labels from the NAEP, industrial directories, Chamber of Commerce, 
and renting mailing lists through brokers. 

11. Plan an organizational meeting – establish date and location. 
12. Send out notices for the organizational meeting. Consider placing the meeting 

announcement for free in professional society publications and website. 
13. Collect dues and keep payment records. 
14. Elect officers and directors. Refer to Section II: Leadership Roles and Responsibilities on 

page 9 and your chapter bylaws. 
15. Apply for a Federal Tax Identification Number using IRS Form SS-4. Section III: Legal 

Issues in this manual provides additional information. An example form and instructions 
can be found easily at www.irs.gov under Resources/Forms & Publications. You may 
download the form from this website as well. 

16. Open a bank account. The Treasurer and President should have signature authority. An 
interest-bearing account may be established. 
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SECTION II: LEADERSHIP ROLES AND RESPONSIBILITIES 

It is indeed an honor to be elected to a leadership position by your professional peers. But with 
that honor comes responsibility for the organization. This section on "Leadership Roles and 
Responsibilities" describes how to meet the challenge of chapter leadership. 
 

Board Primer 

President 

The President of the CHAPTER shall have the responsibility for the general supervision and 
operation of the CHAPTER and for the supervision of program arrangements for meetings of 
the CHAPTER and shall preside at meetings of the CHAPTER membership and the 
Executive Board and of the governing officers. The President shall appoint Chairs of the 
Standing Committees. 

Vice President 

The Vice President of the CHAPTER shall assume the title, duties, and responsibilities of 
the president in the event of resignation, disqualification, or removal of the President. The 
Vice President shall also preside at meetings of the CHAPTER membership and of the 
governing officers in the event of absence of the President. The Vice President shall also be 
responsible for oversight, promotion, development, and management of membership. 

Secretary 

The Secretary of the CHAPTER shall keep and maintain a full and complete set of minutes 
and records of the business of the CHAPTER, with the exception of the preparation of 
accounting records and budgets, which shall be prepared and maintained by the Treasurer 
of the CHAPTER. 

Treasurer 

The Treasurer of the CHAPTER shall keep and maintain a full and complete set of financial 
records of the CHAPTER, shall receive, deposit, and disburse CHAPTER funds, shall keep 
and maintain financial records on a double-entry bookkeeping system together with 
vouchers and receipts, and shall prepare all budgets and financial reports for action by the 
CHAPTER membership and the governing officers and for review by the Executive Board. 
The Treasurer shall prepare any and all tax returns for the State of Incorporation and the 
United States Internal Revenue Service. 
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Sample Job Description: The Board of Directors 

1. The board conducts the business of the Chapter as determined by the laws of the U.S., 
the bylaws, and the mandate of the members. The Board is responsible for the property 
of the Chapter. 

2. The Board acts on matters of long range importance to the Chapter. In responding to a 
call for question, votes must adhere to the provisions in the bylaws regarding quorum. 

3. The Board enacts interim policies when policies are necessary for the proper guidance 
of Chapter business. 

4. The Board reviews and acts upon the reports and recommendations of Chapter 
Committees. 

5. The Board provides for the chartering of local chapters. 
6. The Board acts to institute committees necessary for conducting the affairs and activities 

of the Chapter. 
7. The Board performs other duties as mandated by the voting membership or deemed 

essential to the affairs of the Chapter. 
8. The Board meets at least four times a year. 
9. The Board calls a special meeting of the Board as determined by the bylaws. 
10. Two-year term limit. 
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Section III. Legal Issues 

Organizational Status 
NAEP is incorporated as a nonprofit corporation under the laws of the District of Columbia. 
Generally it is prudent for a certification board to be apart from the certificate’s professional 
society to avoid any appearance of conflict of interest (rationale for separation of Academy 
of Board Certified Environmental Professionals [ABCEP] and NAEP). Also it is considered 
prudent to isolate the liability of the certification board from the professional society. 
Chapters are not legally part of the NAEP; therefore, chapters must establish their own legal 
registrations or filings. 

Tax Exempt Status 
NAEP is tax exempt under the IRS regulations as a 501(c)(3) nonprofit organization. 
Nonprofit organizations may qualify for tax exemption under the Internal Revenue Code 
classifications. There are more than 20 exempt categories under the IRS. Two 
classifications, Section 501(c)(3) or 501(c)(6), generally apply to membership and 
certification organizations closely. Infractions could cause an organization to lose their tax 
exemption. 

 
To be eligible for tax exemption, the organization must be nonprofit with no money going to 
individuals, no stockholders and dividends, pass muster a "public purpose test", and be 
based on a common interest or purpose. The notion that a membership organization is not-
for-profit is an anomaly. For an organization to conduct business there must be income to 
provide activities and programs. 

 
Activities that do not relate to the "public purpose", and are regularly carried on are called 
"unrelated business activity", by the IRS. The public purpose is defined as the mission or 
basis of the organization. Unrelated income is taxable at 30%-34%, even though the 
organization is exempt. Unrelated business activity may impact the organization's tax-
exemption if income becomes very large. Activities that relate to the organizations' public 
purpose such as the program fees are not taxable, as they are the common purpose that 
NAEP exist. 

What Tax Exemption Means for NAEP Chapters 
It is recommended that NAEP chapters be classified as a (c)(6) organization because there 
is no restriction on political activity and record keeping is less cumbersome. Since (c)(3)s 
are exempt from local and state tax; a printer, hotel, or restaurant may inquire about the 
chapter's exemption. The answer is that yes the chapter is exempt, but is required to pay 
sales tax. 

New IRS Rules 
Nonprofit organizations are regulated by the rules of the IRS. Under the Clinton 
Administration, the IRS is growing more concerned about loss of revenue due to nonprofit 
organizations. Increase review of organizations' activities. Several new rules have been 
issued to tax (c)(6) organizations. The proposed rule to tax lobbying efforts (c)(6) 
organizations has created much opposition in the association community. The rule calls for 
a tax on money spent by an organization for lobbying or the amount of dues paid by a 
member spent on lobbying is no longer tax deductible under §162 as a reasonable business 
expense. This proposed rule is currently being contested in the courts by the American 
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Society of Association Executives. Final guidelines for lobbying taxes have not been issued 
yet. 

 

How to Obtain Tax Exemption 
An application (Form 1024) for tax exemption is submitted to the IRS. The application 
process is complex in that documentation of the organization's exempt purpose is required. 
Recently the IRS issued new rules governing application for (c)(6) exemptions. If an 
organization elects the (c)(6) classification, a 024 form is not required by the IRS; although 
many organizations prefer to go through the application process. If the annual income of a 
tax-exempt organization is greater than $25,000, an informational tax return (990) is 
required. Most (c)(6) attorneys and accountants recommend that if an organization has 
income of more than $10,000, the 990 should be filed. Since it is unlikely that many NAEP 
chapters will have more than $10,000 of annual income, a tax return is not required. If it is 
likely that a chapter is not required to file the 900, then the election for not filing the 1024 
application is reasonable. By not filing the 1024, chapter officers can spend their time 
meeting the professional needs of chapter members. 

 
Some states may request a copy of a nonprofit organization's IRS exemption letter. The 
request may come at the time of incorporation or shortly following incorporation. The state's 
interest is the loss of sales tax revenue. The chapter should respond to the state in writing. It 
may be helpful to the state by providing a copy of the chapter bylaws. 

 
"The   Chapter is a nonprofit professional society exempt under Section 
501(c)(6). The ______________ Chapter elected not to submit a 1024 to the 
IRS. The ______________Chapter's annual income is less than $10,000." 

 
In addition, banks report interest income to the IRS. For chapters with annual income of less 
than $10,000 who are not required to file a tax return, the IRS may question the reported 
interest income. The NAEP's association attorneys suggested this is unlikely due to the 
small amount of money involved. If the IRS contacts a chapter regarding reported interest 
income, the above statement should be sent to the IRS. An explanation that under the 
requirements for the 1024, it is not necessary for a chapter to file for a (c)(6). 

 
If a chapter elects to file a 1024 application, the IRS allows a period of 15 months from the 
time the organization is form (incorporate) to complete the process. If your chapter plans to 
submit this form, please contact the NAEP National Office for assistance. 

Employer Identification Number 
To open a bank checking account and to file a 990 tax return, the chapter needs an 
Employer Identification Number (EIN). The EIN can be obtained simply from the IRS by filing 
Form SS-4. 

Tax Returns 
As previously mentioned in this section the chapter must file IRS form 990 - Annual 
Information Return - if gross receipts are $25,000 or greater. (If an organization has 
substantial unrelated business income, a 990T return must be filed). The NAEP's 
association attorneys recommend filing the tax return if gross receipts are $10,000 or 
greater. A copy of form 990 is included in the appendix on page 125. For assistance with the 
990 tax return, contact the NAEP National Office. 
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Articles of Incorporation 
State incorporation is required for all NAEP chapters. Incorporation is legal protection for the 
chapter officers and board of directors. To become incorporated in a state, articles of 
incorporation are submitted to the state, generally the secretary of state. Sample articles of 
incorporation are included on page. For more information about incorporating, consult the 
book Nonprofit Corporations, Organizations, and Associations by Howard Oleck, Fifth 
Edition, Prentice Hall. The Oleck book may be found at your local library. 

Ethics 
A code of Ethics for NAEP was adopted in 1976, and this document must be signed by a 
candidate before certification. Chapters are encouraged to request copies of the Code of 
Ethics document to provide to chapter members and prospective NAEP members. NAEP 
members may bring complaints of ethical violations to the National Association of 
Environmental Professional's Ethics Committee for review and action. For guidance in 
respect to an ethical violation contact the NAEP National Office. 

 

The NAEP Code of Ethics and Standards of Practice are as follows: 

The objectives of Environmental Professionals are to conduct their personal and 
professional lives and activities in an ethical manner. Honesty, justice and courtesy form 
moral philosophy which, associated with a mutual interest among people, constitute the 
foundation of ethics. Environmental Professionals should recognize such a standard, not in 
passive observance, but as a set of dynamic principles guiding their conduct and way of life. 
It is their duty to practice their profession according to this Code of Ethics. 
 
As the keystone of professional conduct is integrity, Environmental Professionals will 
discharge their duties with fidelity to the public, their employers, clients, and with fairness 
and impartiality to all. It is their duty to interest themselves in public welfare, and to be ready 
to apply their special knowledge for the benefit of mankind and their environment. 

 

Creed 

The objectives of an Environmental Professional are: 
• To recognize and attempt to reconcile societal and individual human needs with 

responsibility for physical, natural, and cultural systems. 
• to promote and develop policies, plans, activities and projects that achieve 

complementary and mutual support between natural and man-made, and present 
and future components of the physical, natural and cultural environment. 

 

Ethics 

As an Environmental Professional I will: 
• Be personally responsible for the validity of all data collected, analyses performed, or 

plans developed by me or under my direction. I will be responsible and ethical in my 
professional activities. 

• Encourage research, planning, design, management and review of activities in a 
scientifically and technically objective manner. I will incorporate the best principles of 
the environmental sciences for the mitigation of environmental harm and 
enhancement of environmental quality. 

• Not condone misrepresentation of work I have performed or that was performed 
under my direction. 
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• Examine all of my relationships or actions which could be legitimately interpreted as 
a conflict of interest by clients, officials, the public or peers. In any instance where I 
have a financial or personal interest in the activities with which they are directly or 
indirectly involved, I will make a full disclosure of that interest to my employer, client, 
or other affected parties. 

• Not engage in conduct involving dishonesty, fraud, deceit or misrepresentation or 
discrimination. 

• Not accept fees wholly or partially contingent on the client’s desired result where that 
desired result conflicts with my professional judgment. 

• Guidance for Practice as an Environmental Professional As an Environmental 
Professional I will: 

• Encourage environmental planning to begin in the earliest stages of project 
conceptualization. 

• Recognize that total environmental management involves the consideration of all 
environmental factors including: technical, economic, ecological, and sociopolitical 
and their relationships. 

• Incorporate the best principle of design and environmental planning when 
recommending measures to reduce environmental harm and enhance environmental 
quality. 

• Conduct my analysis, planning, design and review my activities primarily in subject 
areas for which I am qualified, and shall encourage and recognize the participation of 
other professionals in subject areas where I am less experienced. I shall utilize and 
participate in interdisciplinary teams wherever practical to determine impacts, define 
and evaluate all reasonable alternatives to proposed actions, and assess short-term 
versus long-term productivity with and without the project or action. 

• Seek common, adequate, and sound technical grounds for communication with and 
respect for the contributions of other professionals in developing and reviewing 
policies, plans, activities, and projects. 

• Determine that the policies, plans, activities or projects in which I am involved are 
consistent with all governing laws, ordinances, guidelines, plans, and policies, to the 
best of my knowledge and ability. 

• Encourage public participation at the earliest feasible time in an open and productive 
atmosphere. 

• Conduct my professional activities in a manner that ensures consideration of 
technically and economically feasible alternatives. 

 

Encourage Development of the Profession as an Environmental Professional I will: 

• Assist in maintaining the integrity and competence of my profession. 
• Encourage education and research, and the development of useful technical 

information relating to the environmental field. 
• Be prohibited from lobbying in the name of the National Association of Environmental 

Professionals. 
• Advertise and present my services in a manner that avoids the use of material and 

methods that may bring discredit to the profession. 
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SECTION IV: FINANCES & INSURANCE 

Financial Management 
The responsibilities of the chapter Treasurer are set forth in the chapter's bylaws. Generally, the 
Treasurer should: 

• maintain the bank account, 
• set-up and maintain records to monitor sources of revenue and expenses, 
• give financial status reports at each meeting, 
• monitor budgets, 
• submit a written detailed financial report annually to the Chapter Board of Directors 

and membership, 
• Prepare, maintain, and file any required local, state, or Federal financial related 

records and documents. 
 
Board approval should be required of all major chapter expenditures. 
 
The bank statement should be balanced monthly. 
 
It is recommended that the Chapter conduct an internal audit by committee of financial records 
every three years. If the Chapter makers more than $10,000 in annual income and/or more than 
$1,000 in newsletter advertising, it is recommended the Chapter retain the services of an 
independent accountant. 
 
Elected officers and the Boards of Directors have fiduciary responsibility for the affairs of the 
chapter.  

Insurance Coverage 
There are two types of insurance coverage recommended for the protection of a professional 
society. First, Directors and Officers (D&O) Insurance covers directors, officers, committee 
members, volunteers, and employees. D&O) insurance protects for actual or alleged wrongful 
acts. Wrongful acts such as employee terminations are covered by D&O. Because it is unlikely 
those NAEP chapters will be hiring employees and because chapters will not be certifying 
professionals; it is recommended that chapters do not purchase D&O insurance. Chapters' D&O 
insurance needs do not justify the additional expense. If a chapter feels D&O insurance is 
important, contact the NAEP National Office for assistance in obtaining the appropriate policy. 
 
The second type of insurance that can be important to a professional society is general liability 
insurance covering property damage and bodily harm. A description of some of the features on 
a policy which chapters may want to have included: 

• Bodily Injury and Property Damage claims in connection with a product the NAEP or 
a chapter distributes, sells, or gives away; food or drink served (food poisoning). 

• Protection against claims involving False Arrest, Detention, Malicious Prosecution, 
Libel, Slander or Defamation of Character. (Slander involving an ethics charge or 
officers' elections.) 

• Medical payments provide reimbursement of medical expense for a third party injury 
on your premises regardless of legal liability. (This applies to guests and conference 
attendees. For example, a guest speaker falls and is injured. The chapter may want 
to offer to cover medical expenses.) 

• Host Liquor Law Liability Coverage for claims based on serving liquor. Conventions, 
meetings and seminars. 
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• $5,000 accounts receivable - In transit or home (lost chapter program fees). Property 
of the NAEP or a chapter while temporarily at a convention site. 

• Employers' Non-Owned and Hired Auto Coverage - coverage for the NAEP and 
chapter when vehicles are driven on the business of the NAEP or chapter. Coverage 
is for the organizations when the organization has been named along with the driver 
or the owner of the car once it is learned that an organization is involved. 
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SECTION V: MEMBERSHIP 

Membership Building 
• Prepare and maintain an information packet for potential members, to include an 

application form, fact sheet or brochure, and copy of the last newsletter. 
• Respond in a timely manner to all requests for information. 
• Publicize chapter meeting announcements in the local newspapers and with other 

organizations or sources for members. 
• Mail invitations to join the chapter to new environmental professional's in your area. 

Conduct direct mail campaigns to potential members. 
• Provide recruiting materials to current members for distribution to potential members. 

Maintain a prospective member list of inquiries received, and follow-up for results. 
Encourage members to bring guests to the chapter meetings. 

• Conduct a new member contest or drive. 

 

Why People Join Associations and Chapters 

The four major reasons: 

1. Specific association services 
2. Professional or business gain 
3. The association's image 
4. To support the industry or profession 

The underlying reasons: 

1. Social contact 
2. Peer pressure 
3. Whim 

 

What Influences People to Join, Continue or Drop Membership  

To join: 

1. High-quality, relevant, well-communicated services 
2. Friendships, peer contact 
3. Need to "stay informed" 
4. Perceived opportunity to make a contribution 
5. Being asked 

To stay: 

1. Perceived staff responsiveness 
2. Perceived feeling of involvement with peers 
3. Perceived feeling of being important to the organization 
4. Perceived benefit of membership 
5. Being asked 

To drop out: 

1. Association (i.e., Chapter) "lost touch with the times" 2.High dues – "the 
economy' 

2. No peer contact 
3. Perceived indifference of staff 
4. Disagreement with association leadership 
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5. Perceived lack of tangible benefit 
6. Not being asked to renew 

 

Keys to Membership Success 
• Well-developed and maintained membership lists 
• Balanced programming that is relevant to member needs 
• Tune-in staff that recognizes and appreciates membership value 
• Apparently democratic leadership structure 
• Understandable and reasonable dues structure 
• Clear, frequent communications that tell the association story 
• Stability, professionalism, square-shooting in all aspects of the association 
 

Excerpt from Leadership, published by the American Society of 
Association Executives, Washington, D.C., 1989. 

Chapter Membership Retention 
• For new members, send a new member kit (welcome letter, chapter directory), add 

to newsletter mailing list, recognize at next meeting and in newsletter. 
• Conduct a membership survey to determine member's wants and needs. 
• Remind members of the benefits of belonging to the chapter.  
• Provide a membership directory. 
• Provide opportunities for new members to become involved.  
• Provide recognition of accomplishments; give special awards. 
• Offer contests, door prizes, incentives to pay dues (give-always such as chapter 

lapel pins or coffee mugs). 
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SECTION VI: MEETINGS 
Well planned chapter meetings are essential to maintain the enthusiasm and attendance among 
the membership. To ensure effective chapter meetings, consider the following fundamental 
factors: 

• Hold meetings regularly so members can plan to attend, and give adequate advance 
notice to each member. 

• Inform the members of the subject matter to guest speaker at each meeting in such a 
way as to promote interest and attendance. 

• Prepare meeting agendas and programs with care. 
• Conduct the business portion of the meeting efficiently through the use of parliamentary 

procedures. 
• Design programs and activities at meetings to appeal to as many of the members as 

possible to encourage membership participation in chapter functions. 

Tips for Meeting Arrangements 
• Make reservations at the designated facility well in advance of the meeting Work with the 

facility staff on arrangements for refreshments and meal selection Plan in advance your 
room and tables set-up 

• Plan to have available any necessary audio/video equipment 
• Discuss payment arrangements with the facility in advance 
• Set up a registration table for sign-in 
• Provide name badges 
• Have a display table for chapter literature, NAEP literature, and other pertinent materials 

Chapter's Annual Meeting 
Chapter bylaws usually specify that one chapter meeting per year shall be designated the 
Annual Meeting, for the purpose of election and installation of officers. The annual meeting 
normally includes a business meeting, with speaker or program optional. 
 
The outgoing chapter president or some other designated officer should introduce the incoming 
officers and administer a charge or oath of office, such as the following example: 
 

"As Chapter officers and directors, you will be recognized, honored and 
respected as persons of integrity – admired not only by your associates in the 
environmental profession but throughout your community. With these privileges, 
however, come obligations. You are expected to provide leadership, both by 
what you say and what you do, for your chapter. You are to inspire, encourage 
and guide your chapter into fruitful areas of activities, by example, word and 
deed. As you do so, you should always be mindful of the basic NAEP mission of 
promoting the advancement of the profession and fostering the professional 
wellbeing and development of its members. Do each of you accept this as your 
goal and promise to discharge your duties to the best of your ability?" 

Conducting Board Meetings 
Conducting a board meeting need not be time-consuming or elaborate. Follow these easy 
steps: 

• Establish a regular time and day of the month for meetings. 
• Select a quite place. 
• Publish a meeting agenda (In advance whenever possible). 
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• Ask for written reports on all committees and activities to save time; discuss only salient 
points or items needing board discussion or approval. 

• Keep your meeting moving and draw out all participants. 
• Bring the meeting to a firm conclusion; summarize items discussed and decisions 

reached. Make sure that all participants are clear on what has been decided, what action 
is yet to be taken, who is responsible, and by when the action must be complete. 

• Keep carful notes of all items discussed that need future action (Chapter Secretary). 
• Send copies of the minutes to each member of the board and to committee chairs, 

specifying the action items that will reemerge at the next meeting. 
•  Make sure all key chapter decisions are discussed with the board and are implemented 

only with board approval. 
• Share your discussions and decisions liberally with all chapter members through the 

chapter newsletter or oral reports at meetings. 
• If single decisions are required of the board when meetings are not scheduled, consider 

telephone polls, conference calls or written/fax explanations. 
• If officers repeatedly miss board meetings and/or reports, visit with them privately, or 

assign another officer this task, to determine the scheduling, motivation, or job problems 
associated with the absence. If the absence cannot be resolved in this manner, the 
board should consider replacing the officer. 

 

Typical Board Meeting Agenda 

• Opening - attendance and quorum and approval 
• Minutes of previous meeting - reading and approval 
• President's report 
• Treasurer's report  
• Committee reports 
• Director's reports 
• Old business 
• New business 
• Announcements or comments 
• Adjournment 

 

Parliamentary Procedure 

Chapter bylaws normally state that the current edition of Robert's Rules of Order shall 
govern the chapter, unless otherwise stated in the Bylaws. An example of an order of 
business from Robert's Rules of Order follows: 
• Reading and approval of minutes 
• Reports of officers, boards and committees 
• Reports of special committees 
• Special orders 
• Unfinished business and general orders 
• New business 

 
In addition, the agenda may be expanded to include other items, such as call to order, opening, 
roll call, program or speaker and adjournment. 
 
For items requiring a vote, a suggested procedure is: 

1. Announce the item 
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2. Ask for or give any report on the item 
3. Ask for motion 
4. Ask for second to motion 
5. Allow discussion 
6. Any further discussion? 
7. Repeat the motion and... 
8. Call for a voice vote 
9. Announce motion, adoption or failure 
10. If the motion fails, call for a new motion and second. (There should be no discussion 

until a new motion is made under this circumstance). 
11. Repeat steps 4 through 10 until the item is dealt with. 
12. Move to next item. 
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SECTION VII: COMMITTEES 
NAEP committees are separate from chapter committees. Consult the NAEP Webpage for 
national committee chairpersons and contact information. Committee Charters for NAEP 
committees are included in this section. Some suggested committees for chapter include: 

• Membership 
• Government Relations Education and Training Newsletter 
• Awards 
• Programs 
• Publications 

Committee Meetings 
The time, place and frequency of committee meetings are normally determined by the 
committee chairperson, depending on the purpose of the committee and the schedule of the 
committee members. Committee meetings are action oriented, for the committee has been 
charged with getting a particular job done. A typical order of business for a committee meeting 
follows: 

1. Call the meeting to order. 
2. Call the roll. 
3. Present the minutes of the previous meeting. 
4. State the purpose for holding the meeting. 
5. State briefly the program for the meeting. 
6. Discuss and resolve agenda items as they appear.  
7. Consider new business. 
8. Adjourn the meeting. 

 

Sample Job Description 

 

Committee 

• The Committee carries out the tasks and purpose of the committee charter and the 
mandate determined by the President. 

• The Committee recommends policies to the Board. 
• The Committee reviews and acts upon the recommendations of Chapter Committee 

members and the Board of Directors. 
• The Committee performs other duties as mandated by the voting membership or 

deemed essential to the affairs of the Chapter by the President and/or Board of 
Directors. 

• The Committee prepares written and oral reports for presentation of the Board of 
Directors. 

• The Committee carries out special assignments on request of the President and/or that 
Board of Directors or the NAEP President and/or Board of Directors. 

Committee Chair 

• The Chair serves as spokesman for the Committee to the President and Board of 
Directors. The Chair makes an oral and/or written report to the President and the Board 
of Directors. 

• The Committee Chair establishes and carries out the goals of the charter of the 
Committee in accordance with the bylaws, long-range plan and guidance from the 
President and Board of Directors. 
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• The Committee Chair presides at all meetings of the Committee. The Chair has the right 
to vote on Committee business, but may reserve that right to vote. 

• The Committee Chair determines the time and place of meetings after consultation with 
the President and members of the Committee. 

• The Committee Chair keeps the President and Board of Directors informed on the 
condition and operations of the Committee. The Committee Chair communicates such 
matters and suggestions which tend to promote the welfare and usefulness of the 
Chapter. 

• The Committee Chair supports and defends the policies and programs adopted by the 
Board of Directors. 

• The Committee Chair presents an annual committee report to the membership at the 
Chapter's annual 

• Meeting. 

 

Committee Member 

• In concert with other members of the Committee, the Committee member reviews and 
recommends Chapter policy. The Committee member acts in utmost good faith for the 
benefit of the Chapter and not for his/her own good. 

• The Committee Member attends meetings and participates in policy making decisions 
and committee task assignments. 

• The Committee Member advises and assists the Committee Chair in carrying out the 
tasks and purposes of the committee charter. 

• The Committee Member supports and defends all policies of the Chapter as stated in the 
bylaws or adopted by the Board. 

• The Committee Member assists in the preparation of written and oral reports to be 
presented to the Board. 

• The Committee Member carries out special assignments on request of the Committee 
Chair, President or the Board. 

Committee Charters 
A committee charter is simply a formal declaration, usually in writing that explains the mission or 
pledge of the committee and what it hopes to accomplish by its formation. This can have the 
look of a few paragraphs or may be in bulleted statement form. The goal of having a charter is 
that a record is made formally and signed by members that they agree on and stand by the 
committee they have formed. 

Standing Committees 
A standing committee is different from a regular committee in that it usually is assigned projects 
to investigate. They are longer term committees than ad hoc committees, there to investigate 
whatever is asked of them by the higher authority. A Chapter standing committee might be 
appointed to investigate a local issue that may be the basis for drafting a white paper on a 
particular subject matter. The Executive Committee may ask that a standing committee be 
appointed to investigate an alleged impropriety that has surface within Chapter business. The 
committee generally disbands upon completion of the investigation. 

Ad Hoc Committees 
An ad hoc committee is made up of any member of the Chapter with a brief but certain role. 
This committee is formed to look at a special issue happening within the Chapter. For example, 
a Chapter may need a committee to develop a scholarship for a student in a local college. If 
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there isn't a permanent scholarship committee already appointed, an ad hoc committee would 
be formed to do the work of getting the scholarship developed and in place. At such a time the 
award was given (if it's a one-time award), the committee would dissolve. 
  

Types of Committees Found In Chapters 

ANNUAL MEETING 

To establish policies for evaluating bids and selection locations for future annual meetings; 
and to evaluate bids and recommended to the NAEP Board of Directors locations for future 
annual meetings; and to develop guidelines and a standard format for meetings; and to 
support and provide guidelines to the local chapter(s) sponsoring an annual meeting. 

 

BYLAWS 

To develop and revise as directed by the NAEP Board, a set of guidelines (bylaws). These 
guidelines are to be used to govern the operations of the NAEP; its directors; elected 
officials, sub-committees; local chapter and members. 

 

CHAPTER DEVELOPMENT AND MEMBERSHIP SERVICES 

To encourage local peer group interaction by developing and fostering local chapters of the 
NAEP; and to develop a set of standards whereby local NAEP committees and/or chapters 
are qualified for recognition by the NAEP's National Board for formal charter; and to identify 
state liaisons in local areas where no local NAEP committee of chapter exist. 

 

EDUCATION AND TRAINING STANDARDS COMMITTEE 

To provide and maintain guidelines and standards for NAEP educational programs, training 
materials and trainer qualifications. 

 

ETHICS 

To foster, promote, enhance and preserve the Code of Ethics and Standards of Conduct of 
the NAEP. 

 

GOVERNMENT AFFAIRS 

To provide a national focal point for communication between NAEP and officials and agency 
representatives of all levels of government; and to foster the inclusion of NAEP in laws, 
codes, standards, guidelines and regulations issued by all levels of government. 

 

PUBLICATIONS 

To provide a framework for the production and distribution of publications of the NAEP. 

 

AWARDS COMMITTEE 
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To recognize individuals and chapter worthy of recognition for outstanding achievements 
and accomplishments in education, training, research, development, operations and 
performance in the field of hazardous material management. 

 

INSURANCE COMMITTEE 

To provide the best possible coverage at the lowest cost. Members of the committee 
suggest that the insurance companies offer a module approach that would permit members 
or member companies to select the module that best fits their circumstance or specific site 
pollution risk. 

 

INTER-ORGANIZATION COMMITTEE 

To interface with the various associations and organizations to evaluate their credibility, 
goals, objectives and purpose, and where appropriate, recommend to the NAEP Board of 
Directors, such teaming arrangements, joint operations and long-term alliances/partnering 
arrangements as are compatible with the four corner objectives of NAEP. 
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SECTION VIII. CHAPTER CHARTER PETITION 
 

We, the undersigned members in good standing, respectfully petition the Board of 
Directors of the National Association of Environmental Professionals (NAEP) to grant a 
chapter charter in the name of: 
 

 
 
We further petition the Board that the location of the above chapter be located in: 
 

 
 
In consideration of the Board of Directors granting the said charter, we hereby pledge to abide 
by the Bylaws, Policies, Procedures and Codes of Ethics and Standards of Practice of NAEP. 
 
The signatures of at least 10 members, five of whom are the officers elect, in good standing and 
who are committed to the success of this chapter are required. Additional signatures are 
welcome and may be submitted on additional sheets. 
 
This petition is respectfully submitted by the members who have signed on the next page. 
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Petitioner’s Name 
(Printed)  Signature  

NAEP 
(Y/N) 

1.     

2.     

3.     

4.     

5.     

6.     

Membership Chair     
7.     

Treasurer Elect     

8.     
Secretary Elect     

9.     
Vice President Elect     

10.     
President Elect     

 
 
 
Contact Information for the President Elect: 
 
   

E-mail Address  Daytime Phone Number 

 
 
I hereby concur with this petition and recommend to the Board of Directors that a chapter 
charter be granted as requested. 
 
 
Board Approval: 
 
 
 
   

NAEP President  Date 

 

 Yes  No 


