
Chapter Leadership Training:

WiFi Password: NAWIC1025



Agenda:
Roles / Responsibilities
Operations / Efficiency
Chapter Meetings / Quorums
Bylaws / Standing Rules / 
Policies / Guidelines
Branding

Chapter Finances:
o Tax Status
o IRS Requirements
o Audit
o Budget

Presenter Notes
Presentation Notes
ANNEThe agenda for this presentation is as follows: 



Board Roles / Responsibilities

Presenter Notes
Presentation Notes
ANNE



Board consists of:
o Officers (also known as the Executive Officers)
o Directors: At least 2, but can be different for each chapter
Elected for a one-year term from the membership, by the membership
o CANNOT serve more than 2 consecutive terms
Must be Active or Corporate member
Meet on a regular basis to conduct Association business

Role of the Board

Presenter Notes
Presentation Notes
ANNEThe Chapter board consists of the officers:  President, Vice-President, Secretary (Corresponding and Recording), Treasurer and Immediate Past President.  Some boards opt to have a President-ElectPer the NAWIC bylaws, there must be a minimum of 2 Directors.  Each chapter has the option to increase that number depending on how many members they have.  Some choose to have 1 director for each 10 members or major fraction thereof. It should be listed in your standing rules if you are going to have more than 2 Directors. Section C of the Operations Manual, Article VI – Officers and Directors, Section 3 (page C-2); the term of office of each officer and director shall be one year or until their successors are elected. No Officer or Director shall hold the same position for more than two consecutive terms.Only Active and Corporate members qualify as voting members and are able to serve on the board.  The board meets on a regular basis to conduct the business of the Association, which is directed by the Bylaws.  NAWIC’s policies state there should be, at least, 6 board meetings each year.  This is found on page C-4 (Article X – Meetings) in the operations manual.



President
Vice-President
Recording Secretary
Corresponding Secretary
Treasurer
President-Elect
Immediate Past President

 

Duties of Officers

Presenter Notes
Presentation Notes
ANNETHE PRESIDENT shall preside at all meetings and serve as Chair of the Board of Directors. She shall call regular meetings of the Board of Directors and such special meetings of the Board of Directors as may be necessary. She shall be authorized to create Special Committees and shall appoint members to all Standing and Special Committees (with the exception of the Nominating Committee) and shall designate the chair. You can delegate finding committee members to your committee chair. She shall be one of three officers authorized to countersign all checks. She shall not be a member of the Nominating Committee. She shall in a timely manner prepare and file all documents necessary to protect the Chapter’s non-profit status for the fiscal year in which she serves as President. THE VICE PRESIDENT shall perform the duties of the President in her absence and succeed to the office of the President if that office becomes vacant. Optional committee work as delegated by the President similar to the National Board where the Vice-President is the National Committees liaison to the Board.THE RECORDING SECRETARY shall be responsible for the permanent records of the Chapter including minutes of all regular and special meetings of the Chapter and the Board of Directors. She shall keep a current roster of Chapter membership and perform such other duties as may be requested by the President or the Board of Directors. THE CORRESPONDING SECRETARY, if any, shall be responsible for all correspondence of the Chapter. If your chapter doesn’t have a corresponding secretary, this falls to the recording secretary.THE TREASURER shall be custodian of all funds; be one of the three Officers authorized to countersign all checks; pay bills authorized by the Board of Directors; keep an itemized account of receipts and disbursements; present a written report at business meetings of the Chapter and the Board of Directors; and deliver audited records to her successor within thirty (30) days following the expiration of her term. She shall be a member of the Finance Committee. It is recommended that the Treasurer be the chair of the finance committee.THE PRESIDENT-ELECT, if any, shall attend all meetings of the Chapter Board of Directors, acquaint herself with the duties of the President, and perform such other duties as may be assigned to her by the President or the Board of Directors. She shall not be a member of the Nominating Committee. THE IMMEDIATE PAST PRESIDENT shall serve for one (1) year, immediately following her term as President of the Chapter. President, Vice-President, President-Elect must have served on the Board prior. Doesn’t matter how long ago they served.All Board positions must be filled by voting members in good standing. Non-Voting members can serve on committees. They can also serve as Committee chairs. With the exception of the Finance committee which is typically the Board officers with the Chapter Treasurer serving as the chair.



Sections C & F of the NAWIC Operations Manual
Chapter Officer Handbooks
Chapter Standing Rules & Policies
Chapter Officer Tools (Chapter Resources – NAWIC.ORG)

Live and Recorded Educational Webinars
Leadership Training

NAWIC Knowledge

Presenter Notes
Presentation Notes
ANNEIt is so important to have NAWIC knowledge for effective board leadership.  Know NAWIC!The Operations Manual contains all the information you need to know how to operate a NAWIC chapter. READ the Operations manual especially sections C & F and the Chapter Officer handbooks! The last revised date is either in the file name or footer in the document.Chapter Officer Tools on the National website provides templates for agendas, scripts, minutes etc.Chapter leadership that practice following the “rules” will keep confusion and conflicts to a minimum which will increase the effectiveness and cohesion of your board. Click the chapter officer tools link to show what information is available to them. You will need to login.

https://nawic.org/chapter-resources/


The Board of Directors shall: 
A. Exercise general supervision and control over the business of the 

Chapter. 
B. Designate a depository for all Chapter funds and designate the third 

Officer authorized to countersign checks for withdrawal of funds from 
such depositories. 

C. Authorize payment of any indebtedness incurred on approved budget 
items. 

D. Adopt the annual budget of the Chapter. 

Duties of Directors:

Presenter Notes
Presentation Notes
ANNEDirectors are part of the Board and should be included on all business of the chapter.** Go Through Each Items**



The Board of Directors shall (continued): 
E. Fill by ballot any vacancies occurring on the Board of Directors with the 

exception of the President and President-Elect. A vacancy in the office of 
Immediate Past President is not filled. 

F. Be authorized to create special committees. 
G. Shall present recommendations for action at regular Chapter meetings. 
H. Transact all other business of the Chapter not otherwise provided for. 

Duties of Directors:

Presenter Notes
Presentation Notes
ANNE** Go Through Each Item**



Effective Chapter Directors
Seek to Do the Following:

Familiarize yourself with the material aspects of the organization – 
Section C
Faithfully attend meetings
Read materials and prepare for meetings
Ask questions before, during and after meetings
Exercise independent judgement
Rely on appropriate sources of information
Review minutes of the board
Seek to stay informed as to legal obligations and good governance

Presenter Notes
Presentation Notes
ANNE** Go Through Each Item**



Parliamentarian:
A Parliamentarian is appointed by the President, who advises the President or presiding officer, 
upon request.
Attends Board meetings as an advisor only and should be well informed on National Bylaws, 
National Policies, and Roberts Rules of Order, Newly Revised.
Has the duty to maintain a position of impartiality and therefore does not make motions, 
participate in debate or vote.
Serves as a procedural advisor for the President, the Board and members
o At any time during the meeting, the President can pause (stand at ease) the meeting to 

consult the parliamentarian.
Offer a parliamentary opinion and advice on an issue
o Does not have to wait until asked for advice

Presenter Notes
Presentation Notes
ANNE** Go Through Each Item**



The Duty of Care – actively participate in board meetings and on 
committees to advance NAWIC’s mission and goals through chapter 
activities and initiatives.
The Duty of Loyalty – place the interests of the chapter ahead of your 
own interests at all times.
The Duty of Obedience – make sure the chapter is abiding by all 
applicable laws and regulations in carrying out the mission and 
purpose of NAWIC.

Chapter Board Ethics
Three Fiduciary Responsibilities:

Presenter Notes
Presentation Notes
ANNEAll board members have 3 Fiduciary responsibilities:Duty of Care – read bulletDuty of Loyalty – decisions should be made that are in the best interest of the whole chapter instead of what may be more advantageous to you personally. Also, when you leave a board meeting, you voice the decisions of the Board not your personal vote.Duty of Obedience – self explanatoryTO BE INFORMED TO BE LOYAL TO THE ASSOCIATION TO ATTEND MEETINGS AND PARTICIPATE TO NOT MISSTATE NAWIC’s POSITIONS TO KEEP CONFIDENCES TO EXERCISE YOUR BEST JUDGEMENT 



NAWIC members will act at all times in conformance with the following 
Association Policy: NAWIC is self-governing, non-profit, non-partisan and 
non-sectarian.
NAWIC members will use their best efforts to ensure that the statements 
made, and positions taken fairly represent the view of the entire group on 
behalf of which they are authorized to speak.
NAWIC members, when representing members of the Association, will take 
steps to hear and consider the views of all their constituents and make those 
members feel that their views are important, even if the position taken is in 
disagreement with any member's particular views.

Code Of Professionalism:

Presenter Notes
Presentation Notes
ANNECode of  Professionalism:NAWIC members will act at all times in conformance with the following Association Policy: NAWIC is self-governing, non-profit, non-partisan and non-sectarian.NAWIC members will use their best efforts to ensure that the statements made, and positions taken fairly represent the view of the entire group on behalf of which they are authorized to speak.NAWIC members, when representing members of the Association, will take steps to hear and consider the views of all their constituents and make those members feel that their views are important, even if the position taken is in disagreement with any member's particular views.Unified front what’s discussed in the board meeting stays in the board meeting…whatever the vote ends up being that’s it.



Chapter Operation/Efficiency

Presenter Notes
Presentation Notes
CARLA



Key Motivators:

Presenter Notes
Presentation Notes
CARLAA highly motivated, passionate board that is engaged, focused, ready to work can accomplish amazing strategies to fulfill the vision and mission of the chapter. Chapter leaders want to be part of something that fulfills a purpose and has meaning to the greater good of construction and women employed in construction. The rocks in the hands of this image tell a story. A story of success that can be realized by your chapter – if you build a cohesive board.Without board cohesion – the board experience is not pleasant and can become a chore.How can you build a cohesive board? 



Communicate in Advance
o Send agenda and supporting materials at least a couple of days 

before
• If items aren’t presented in time, they will be added to the next 

Board meeting unless it’s an urgent matter.
• Be prepared to discuss any items assigned to you.

o Scripts (expanded agenda): Sent to the V-P (in case something 
happens to the President, Secretary for taking notes and 
Parliamentarian).

Organized Board Meetings - Before:

Presenter Notes
Presentation Notes
CARLAOrganized meetings will keep frustrations to a minimum. It is the responsibility of the entire board to stay focused on being organized. Not only the chapter president!Agendas will set the purpose of the meeting & provide a compass for discussion. Send expanded agenda to V-P (in case you can’t attend or get delayed) and Secretary (for minutes)There can be informal discussion via e-mail on topics to help keep the meeting moving forward.



Start on time and do your best to end on time.
Managing the Discussion
Voting
End with an Action Plan

Organized Board Meetings - During:

Presenter Notes
Presentation Notes
CARLATime: Be cognizant of everyone’s time and start the meeting on time. All Board members should arrive 5 minutes before the meeting starts.Do your best to end on time. If needed, you can move some items to the next meeting.Managing the discussion:The President is responsible for how the board functions and must exercise control of the meeting and board dynamic.Robert’s Rule of Order should be followed which is based on the principle that the majority has the right to decide and, the minority has the right to be heard.During discussions respect those talking by paying attention, using active listening skills. and keep facial gestures positiveOnly speak when called upon by the President.Auditors are not permitted to speak unless the President calls on them.Suggest setting a time limit of 3 minutes to speak. If they run out of time you can request to be put back the que to speakMaking an ask (motion): Do it early, be specificAny motions for Zoom meeting can be put in the chat, in person can be written down to make sure everyone understands it.Discussion Wandering: Any time you get off topic, the President or Parliamentarian should bring it back.Off topic ideas could be put on later in the agenda or at the next meeting.If the discussion continues without moving forward then any voting member can call for the question at which time the motion will be voted on or can be sent back for more information, clarification etc.Voting:All members on the board should exercise their right to vote. The Immediate Past President has the right to vote. She is part of the Board.The 1st thing every board member is obligated to do is to vote her conscience that will be serve the chapter as a whole. In person should be done verbally, yay or nayVirtual should be done with a roll call vote or for sensitive items a poll voteLeave the last few minutes of the board meeting to wrap up conversations, discuss next steps, decide who is responsible for what and what the deadlines are. 



Summary of Actions (SOA): After every Board meeting have the 
Secretary put together a SOA to share with the members. The SOA is a 
brief synopsis of the actions of the meeting.
Action Minutes:
o Decisions Made: 

• Motions passed or defeated
• Reports/budget approved as presented or amended

o Action Items: Specific tasks assigned along with deadlines
o Next Steps: Follow-up actions or future meetings planned

Organized Board Meetings - After:

Presenter Notes
Presentation Notes
CARLASummary of Actions (SOA): This is a good way for the Board can communicate to the rest of the members what they’ve accomplished and/or working on.Action Minutes are a type of meeting documentation that focuses on the specific actions that were taken, rather than providing a detailed account of everything discussed. They typically include:Decisions Made: Key choices or agreements reached during the meeting.Action Items: Specific tasks assigned to individuals or teams, along with deadlines.Next Steps: Any follow-up actions or future meetings planned.The goal is to create a clear and concise record that helps participants remember what was done and needs to be done. It also ensures accountability. This format is often used in business settings to streamline communication and enhance productivity.



Members must obtain the floor before making motions or speaking, but can 
stay seated
Motions do not need a second
No limit to the number of times a member can speak to a question
Informal discussion is permitted
A vote may be taken without a motion
The chair can stay seated while putting questions to vote
The chair can stay seated while speaking during discussions

Small Board Procedures:

Presenter Notes
Presentation Notes
CARLAYou can approve to utilize the small board procedures at your Oct. meeting each year then at each meeting the President states we will be using the small board procedures.With the increase in video meetings, in 2021 the National Board created Procedures for Small Board Teleconference and Video Conference Meetings procedures, which can be found in Section F, pages 48 to 50 of the Operations Manual.  These are the same as the Small Board Meeting procedures but leaves out references of the chair having to refrain from rising. They also include, unless agreed to by general consent, all proposed actions of a board must be approved by roll-call vote.



Soft skills, people skills, emotional intelligence refer to the ability to 
interact amicably with each other
Personal attributes can affect relationships, communication and 
interactions with other board members
Encourage open communication with each other on strengths and 
weaknesses

Importance of Power (Soft) Skills:

Presenter Notes
Presentation Notes
CARLAImportance of Power Skills, also known as Soft SkillsTake time to get to know each other as a board.Take steps to hear and consider the views of all members and make them feel that their views are important, even (especially) if the position taken is in disagreement with any member's particular views.Openly discuss strengths and weaknesses and how to effectively build teamwork that can accomplish chapter goals.



Chapter Operation/Efficiency
What ways can your chapter operate and run more efficiently?

Presenter Notes
Presentation Notes
CARLAWhile you’re thinking about the response to this, here’s some things to consider:CohesionA highly motivated, passionate board that is engaged, focused, ready to work as a team can accomplish amazing strategies to fulfill the vision and mission of the chapter. Chapter leaders want to be part of something that fulfills a purpose and has meaning to the greater good of construction and women employed in construction. Without board cohesion – the board experience is not pleasant and can become a chore.Board of Directors: Share agendas, chapter business, current issues/requests, calendar/coordinationDon’t let your board meeting turn into a committee meeting.  If there are a lot of questions, comments, etc. on an issue, ask the committee chair to schedule a meeting immediately so the appropriate committee can address the issue, with a report due at the following meeting.Minutes: Create action minutes which comes down to a brief description of the business, can be as simple as the topic, motion and whether it was approved or defeatedCommittees / Chairs: Delegate coordination to PE/VP Communication to Membership: Highlight the Board’s actions, chapter news, national and regional news and eventsGive credit where credit is due – acknowledge and praise accomplishmentsRequires Trust: Clarity and consensus about what will constitute success.Clarity of roles and responsibilities.A culture of confidence in the competence of your partners. Informed decision-making; integrating strategic thinking and planning



Create a Succession Plan
Joint Board and Strategic Plan 
meeting
Share information with your 
successor
Have your successor shadow you
Keep the lines of communication 
open

Chapter Operation/Efficiency

Presenter Notes
Presentation Notes
CARLAStart transitioning as soon as chapter elections are complete.Succession planning protects your chapter by assuring a smooth transition from one leader to the next.Create role descriptions and responsibilities. Each year have it updated with lessons learned from doing the positionLink succession plan with chapter’s strategic plan which helps to focus on future needs not just the presentShare information with your successorPolicies and procedures: The person who’ll be taking the wheel from you needs to know the rules of the road. Go over any policies and procedures that are specific to the job they’ll be taking on. It’s also a good refresher on NAWIC’s general policies and procedures.Best practices: Discuss the currently accepted best practices for handling tasks.Potential Challenges: Be clear with your successor about the upsides and the potential challenges of their new role.Be descriptive, not prescriptive: Unless there are procedures that must be strictly followed, don’t insist that your successor do every task or handle every situation exactly the way you’ve done it. Presenting your approach as the only viable approach can prevent your successor from finding their own ways to accomplish tasks. It can also undermine their confidence in their own critical thinking and problem-solving skills. Instead, describe what needs to be done and review the accepted best practices for your role. That lets them approach their new responsibilities in the way that feels most comfortable to them.Have your successor shadow you- Copy on all communications unless it’s something that can’t be shared.  This is especially important if you have a President-Elect position on your board.Keep the lines of communication openYour successor will feel more confident knowing that you’re available to answer questions for a time after they step into their new role.  Don’t just disappear after your term is complete.Finally, don’t be hurt if your successor doesn’t consult with you as frequently as you expect. After all, she is trying to establish herself in the role. For better or worse, some feel the best way to start a new position is to chart their own way. 



Chapter Meetings / Quorums

Presenter Notes
Presentation Notes
ANNE



Chapter Meeting Requirements:
Chapter Board Meetings, 6 per year
o This is where the majority of the chapter business should take place
General Membership Meetings, 10 per year
o Only 4 of the 10 meetings need to conduct business
o 75% of all Chapter programs and activities shall be construction-related
Virtual Meetings
o Voting can occur EXCEPT for Chapter elections

Presenter Notes
Presentation Notes
ANNE6 Board Meetings per year: (NAWIC Operations Manual: Section C: Article X – Meetings; Section 3)General membership meetings, 10 per year with only a minimum of 4 that conduct business. This way you can spend more time focusing on the education and networking. The following are some examples of business you can conduct.Nominating Committee Elections (2 members, (the Board elects the 3rd member of the nominating committee)NominationsChapter ElectionsConference Chapter Representative(s) – Chapters are required to send at least one member to Region Forum and Annual ConferenceBoard InstallationPer section A of the operations manual on page A-27, In keeping with the object of the Association and because NAWIC and its Affiliated Chapters were granted tax exemption based on the representation that NAWIC’s programs would be related to its exempt purpose, at least seventy-five (75%) percent of all Chapter programs and activities shall be construction-related.Voting can be conducted during both board and general membership virtual meetings except chapter elections. 



Special Board Meetings: Only the President can call special Board 
meetings. If a Board member asks the President to call a special Board 
meeting, the reason for it must be told to the President.
Executive Session:
o What are executive sessions?
o How do you conduct?
o What are the rules?
o Why should executive session minutes be brief?

Other Meeting Types:

Presenter Notes
Presentation Notes
ANNESpecial Board Meetings: Only the President can call special Board meetings. If a Board member asks the President to call a special Board meeting, the reason for it must be told to the President.Executive Session:What are executive sessions?An executive session is a closed meeting of a governing body. It might take the form of a meeting-within-a-meeting but will have its own rules separate from the main meeting. The purpose of an executive session is for the board of directors to meet privately to discuss sensitive matters. This meeting may come before, during or after a regular board meeting. The key is confidentiality because it allows the members to have an open and honest discussion.The President has the right to permit anyone outside the Board to stay for the session in audit capacity onlyHow do you conduct an executive session?To conduct an executive session, a member has to start by making a motion which then needs a second. To adopt the motion to open an executive session, a majority vote has to take place. If this passes, all non-members need to leave the meeting OR members can move into a separate space. An executive session would never include public participation.What are the rules of an executive session?Once a vote has passed to enter an executive session, it’s important to determine whether a quorum is present. If so, the executive session must only include those who need to be present. Those in attendance of the executive session have to adhere to strict confidentiality and not share the contents of the meeting with others. The executive session minutes are then circulated only to those in attendance and are not added to the board meeting minutes, with the exception of a note that the executive session took place.Why should executive session minutes be brief?One of the main reasons for executive sessions to be called is that an issue needs to be discussed confidentially and dealt with quickly before returning to the main meeting. Members need the flexibility to speak openly and honestly. The minutes should cover attendance and what the final outcome was. The executive session minutes are circulated only to those in attendance and are not added to the board meeting minutes, with the exception of a note that the executive session took place.



Membership:
o 1/3 of the voting members of the Chapter shall constitutes a quorum 

at any business or special meeting
Board:
o A majority of the Board of Directors shall constitute a quorum at 

any meeting of the Board of Directors

Quorums:

Presenter Notes
Presentation Notes
ANNEOnce the meeting is called to order you want to conduct a roll call which can be done by calling all members names, silently at Board meetings or a sign-in sheet at Membership meetings to report how many voting and nonvoting members are present. You will also want to note how many guests are in attendance. The secretary should have the latest roster to calculate ahead of time what 1/3 is.In order for a meeting to be considered a business meeting, you must meet quorums. If you don’t meet quorum, then no business can be conducted meaning nothing can be voted on or election conducted. You can hold general discussion on topics, so you are prepared to vote at the next business meeting that you have quorum.If your Standing Rules state that your chapter conducts, elections at your membership meeting you must have quorum for the election to take place. Chapter elections must be conducted by June 30th of each year. It is recommended to hold chapter elections at your May meeting, this way if you don’t have quorum, you can hold elections at your June meeting. If you don’t meet quorum at your June meeting a special meeting will need to be called to hold elections. It’s important to communicate to your voting chapter members to attend your Chapter elections meeting. If you have any questions or issues with this, contact your Region Director.



Bylaws / Standing Rules / 
Policies / Guidelines

Presenter Notes
Presentation Notes
Catherine



Bylaws, Standing Rules, 
Policies, Guidelines

What’s the difference?

NAWIC  
A 501 (c) (6)Business League

Presenter Notes
Presentation Notes
Determination Letter:  “Our records indicate that National Association of Women in Construction is exempt from Federal Income Tax und Group Ruling Number 1509 section 501 (c) (6) of the Internal Revenue Code.  This exemption was granted February 1961 and remains in full force and effect.  National Association of Women in Construction chapters are included in this group ruling.



Definitions
Bylaw:

 n. the written rules for conduct of a corporation, association, partnership or any organization.
 Bylaws are, in effect a contract among members, and must be formally adopted and/or amended.

Standing Rule:
 the rules of a society or organization for details of its government that are created by a majority vote and remain in  

force until repealed or annulled by a majority vote

Policy:
 a course or principle of action adopted or proposed by a government, party, business, or individual

Guideline:
 a general rule, principle, or piece of advice



NAWIC’s Operation Manual
Section A:  Association
Section B:  Business
Section C:  Chapter
Section D:  NFSF  (Dollars)
Section E:  NEF  (Education)
Section F:  Committees, Procedures, Guidelines, Region 

                          Fund Policies, Forms

NAWIC is determined as a 501 (c) (6) Business League under the Internal Revenue Code, a not-for-profit 
entity, exempt from Federal Income Tax 

Presenter Notes
Presentation Notes
This is the Manual that governs all of NAWIC.  The Bylaws is a committee and should have a chairperson in every chapter



Bylaws vs. Standing Rules
Bylaws are the most important:

Rights of Members
Power of the Assembly
Power structure of the board and officers

Roberts Rules of Order, “Bylaws are the rules that [NAWIC] must follow.” 

Section A, Article XVII, NAWIC Operations Manual:
“The rules of parliamentary practice comprised in Robert’s Rules of Order Newly Revised, latest edition, shall govern all 
proceedings of the Association and of the Board of Directors, except where inconsistent with these Bylaws, and shall be 
subject to any Standing Rules which have been or may be adopted by the Association.”

Presenter Notes
Presentation Notes
At all levels of the association, and especially the chapters.  Bylaws ARE NOT your articles of incorporationCite example of franchising.  McDonald’s and branding as well



Bylaws vs. Standing Rules
Standing Rules offer flexibility, while adding more details, so that consistency flows from on year to the 
next, one president to the next.
 

Example:  Standing Rule #7:  Regular monthly meetings will be held on the second Wednesday of the month. 
This date may be changed at the discretion of the President and a majority vote of the Board to accommodate special 
circumstances or opportunities for Chapter members.

Presenter Notes
Presentation Notes
At all levels of the association, and especially the chapters.Example, standing rule #1 outlines what the other standing rules should includeStanding Rule establishing meeting day of the month may include special language to offer greater flexibility



Policies vs. Guidelines
Section A, Article III – Policy

This Association shall be self-governing, non-profit, non-partisan and non-sectarian.

Policies:  
It’s the way we do things
Standard Operating Procedures (SOPs)
Outlines the directives for situations unique/relevant to the Association
Disciplinary Procedures, Social Media, Expense Reimbursement

Presenter Notes
Presentation Notes
Article III governs how we set policyRemind definition of Policies:  a course or principle action Site a couple of sample policies Section A page 16Recent request on listserv:  “Does anyone have a policy on this to share?  Or perhaps some guidance / lessons learned from past projects like this?  I want to be sure that when we set this precedent here, we do it in a way that is fair, equitable, and does not limit our ability [to change] in the future.” 



Policies vs. Guidelines
CHAPTER Policies:  35 – 46, Section A (pages A-27-28) 
To ensure compliance with IRS regulations and requirements for 501(c)(6) designation, the NAWIC National Board of 
Directors shall have overall supervision of all Chapters 
Your chapter is subject to probation, if there is:

Failure to have representation at Annual Conference 
Failure to have representation at Regional meetings 
Failure to submit Standing Rules for review to National Bylaws Chair as required **
Failure to submit 990 Postcard as required by IRS 
Failure to hold required number of Chapter monthly meetings as required by Bylaws 
Failure to follow NAWIC policies and guidelines as established by the NAWIC Board of Directors 
Any additional findings of the NAWIC Board of Directors in which a Chapter is out of compliance or in jeopardy with 
legal regulations 

Presenter Notes
Presentation Notes
OOOH, Scary!  This is where the 501 (c) (6) status comes into play with policies and ‘possible’ disciplinarian actionsPoint out the ‘s’ on Regional MeetingsReport on the # of current Chapters without approved SRs (20 chapters not submitted; 5 are RED status – haven’t reviewed in a couple of years) 3/16/2022Ask what is the required number of chapter monthly meetings per year? Answer:  10 required with at least 4 where business is conducted (Section C, Article 10)



Policies vs. Guidelines
Guidelines:  

Suggestions to offer guidance for consistent actions
Language to stay in check
Everyone’s on the same page 
Spring Forum, Fall Conference formats

Presenter Notes
Presentation Notes
Define Guideline: a general rule, principle, or piece of advice



Policies vs. Guidelines
Time to Play:

Policy or 
Guideline?

Presenter Notes
Presentation Notes
P:  Dues paid to the National Association of Women in Construction are not refundable P:  Each chapter must have representation at the Annual Conference of the Corporation G: Each member will be strongly encouraged to contribute an additional fee to the Region Fund.  G: Meetings shall be planned not to exceed two (2) hours whenever possibleG: After the third meeting attended by the non-member, the membership chair will encourage the individual to become a member P:  Anyone who has made a reservation to attend a meeting and does not cancel by the deadline, will be billed for the dinner charge as stated on the meeting notice. G: Committees shall refrain from tedious reports or controversial matters. Such matters should be  discussed in committee meetings and brought to membership to be finalizedG: Members shall be attentive to business at handP:  The assignment of this card/EFT privilege is for convenience when conducting regular business. As such, cash advances are not allowed. 



Questions?
National Bylaws’ Chairs Contact Information:

Catherine Schoenenberger, 2024 – 2025
StaySafeTraffic@aol.com (978) 692-2114 (o) (508) 314-9485 (c)

Doreen Bartoldus, 2025 - 2026
bartnawic@gmail.com (917) 567-7594

mailto:StaySafeTraffic@aol.com
mailto:bartnawic@gmail.com


Branding

Presenter Notes
Presentation Notes
Rita 



Brand Standards Guide
o Logo Dos and Don’ts
o Chapter Logos Template
o Banner
o Business Card
o Marketing Tools

Branding:

NAWIC-Brand-Standards-
Guide-R8-110920-with-
Marketing-Tools-Links.pdf

Presenter Notes
Presentation Notes
Rita The Brand Standards Guide is on the national website which includes these items. 

https://nawic.org/wp-content/uploads/2023/07/NAWIC-Brand-Standards-Guide-R8-110920-with-Marketing-Tools-Links.pdf
https://nawic.org/wp-content/uploads/2023/07/NAWIC-Brand-Standards-Guide-R8-110920-with-Marketing-Tools-Links.pdf
https://nawic.org/wp-content/uploads/2023/07/NAWIC-Brand-Standards-Guide-R8-110920-with-Marketing-Tools-Links.pdf


Branding: Do’s and Don'ts

Presenter Notes
Presentation Notes
Rita The logo should not be used at less than 1.5˝ wide because it will become illegible.The logo with tagline should not be used at less than 2˝ wide because it will become illegible.�The “W” symbol may be used as a graphic element or secondary mark in certain limited situations where the full logo appears elsewhere. Examples include business cards, brochures or invitations. It is not ever to be combined with the main logo text to reconfigure or replace the full logo for any reason.The Plumb Betty insignia may be used as a secondary mark in certain limited situations. Examples include invitations or award certificates, but not day-to-day communications materials. It is not ever to be combined with the main logo design for any reason.The guide also provides the logo colors and logo font families.



Branding: Do’s and Don'ts

Presenter Notes
Presentation Notes
Rita Leave adequate whitespace around the logo.Never alter the color, typeface or proportions of the logo.Never place the logo on multi-colored backgrounds or on a background darker than the color of the logo. If it is necessary to place the logo on abackground darker than the color of the logo, use the approved reverse version.If professional color printing is not available, use the approved solid black version of the logo to avoid inaccurate color reproduction.



Branding: Chapter Logo Template

Chapter Logos

Presenter Notes
Presentation Notes
Rita Here is the design format for chapter logos. NAWIC national will prepare and supply the necessary files. It is not permitted to add additional elements of any kind to this logo such as a geographic outline or a chapter number. Maintaining the consistency of our chapter logo design is important to our overall brand. Please do not make changes to the artwork that is supplied to you. Violators will be asked remove any unauthorized logo designs from use.

https://nawic.org/chapter-logos/


Branding: Marketing Tools
Membership Brochure 
 (English and Spanish)

Referral Card (English and Spanish)

Prospect Pad
Postcard (English and Spanish)

Presenter Notes
Presentation Notes
Rita National provides as no cost to chapters some marketing tools. The order form for these marketing tools is on the national website.



Social Media Policy / Branding

Presenter Notes
Presentation Notes
Rita 



Why a Social Media Policy?
Authorized Social Media Use
What constitutes a Social Media Platform?
o Social Networking Sites (e.g. Facebook, LinkedIn, MySpace, Google+)
o Micro-blogging Sites (e.g. Twitter)
o Blogs (Including company and personal blogs, as well as comments)
o Video and Photo Sharing Websites (e.g. YouTube, Flickr)
o Forums and Discussion Boards (e.g. Google Groups, Yahoo! Groups)
o Online Encyclopedias (Wikipedia, Sidewiki)
o  Snap Chat

Social Media Policy:

Presenter Notes
Presentation Notes
Rita The social media policy is in the operations manual; Section A, pages A-17 and A-18.Today, the use of social networking sites, blogs, forums and other Social Media platforms profoundly impacts the way we communicate with each other. Moreimportantly, it has moved beyond personal use and into the business world by affecting the way we as an Association disseminate information to our employees, members, potential members, business partners, media outlets and more effectively managing the online reputation and association identity of NAWIC (“Association”) is critical for our success going forward. Active online participation by our members in joining in and helping shape industry conversation through Social Media will be the key to our progress in an ever expanding online world. This document has been developed to protect the Association and its members and staff as it relates to online user-generated content (Social Media).At NAWIC, nothing is of higher value than our members and staff. We recognize that it is the quality and dedication of our members that make us who we are. As a member of NAWIC, we respect your ability to manage and make good decisions when using the Internet. However, as Social Media platforms have blurred the lines between what is public and private activity, we think it is important to provide guidance on how to interact online. We ask that you refrain from Social Media activities that do not bring value to the Association. Following the guidelines listed below, we encourage active participation on social networking sites and other forms of user-generated media for the benefit of NAWIC. This includes such things as conveying information about the Association services, promoting and raising awareness of the NAWIC brand, searching for potential new markets, brainstorming with employees and/or customers, issuing or responding to breaking news or negative publicity, discussing Association activities and events, and networking to generate new business leads or enhance customer service. By doing this, you will help the Association establish a consistent brand image, quality online reputation and provide valuable thought leadership in the industry.



Social Media Branding: Profile Naming

Presenter Notes
Presentation Notes
Rita The name, bio, contact information, and page descriptions of each social media profile are also considered part of social media branding; each must follow the brand standards set below. All information on each social media page should be filled out to follow best practices as well.For additional help with your page descriptions or chapter bios on social media platforms, contact the NAWIC National communications team.



Social Media Branding: Profile Images

Presenter Notes
Presentation Notes
Rita It is recommended that the "W" logo is used for profile images/page icons. However, chapters are authorized to use any of the below chapter logo designs for their social media profile pictures or as part of their cover photos. It is not permitted to add additional elements of any kind to this logo such as a geographic outline or a chapter number. Though, cover photo images can include an image or design featuring the chapter logo or "W" symbol, as long as it's in accordance with brand standards. Maintaining the consistency of our chapter logo design is important to our overall brand. Please do not make changes to the artwork that is supplied to you. Violators will be asked remove any unauthorized logo designs from use.Each chapter must have both a profile image and cover photo on all social media platforms, when applicable. Cover photos may include actual images authorized for use (preferably a chapter photo or other image you have usage rights for. These photos may have the chapter logo or "W" symbol on them, but they are not required to.Please note the dimensions of each profile image vary from platform to platform. A guide for each platform is shown here and in the guide.



Social Media Branding: Post Design Elements

Presenter Notes
Presentation Notes
Rita These complementary brand colors are authorized to be used in addition to standard brand colors. They should never replace brand colors or be used when brand colors are not represented on creative.Fashion Fetish and Raleway are acceptable fonts. Raleway is the primary font family.A total of one additional font may be used in NAWIC social media communications if and when necessary for artistic direction. This font choice can change from piece to piece. The font must be accompanied by at least one of the primary font families.



Social Media Branding: Logo Representation

Presenter Notes
Presentation Notes
Rita Logos can appear on social media post designs, images, or graphics. These logos are approved for use on social media posts. Original logo guidelines also apply - however, the "W" symbol may be used as a watermark or mark on social media graphics as a stylistic choice or when there is NOT enough room for a full logo, as the post is already associated with the profile that includes the main logo and full brand info.



Break



Chapter Finances: Tax Status

Presenter Notes
Presentation Notes
ANNE



NAWIC’s Tax Status:
§501 (c)(3)

Organized and operated religious, charitable, 
scientific or educational purpose
Exempt from federal income tax (must file 
990)
Eligible for exemption from local sales tax
Donors can deduct their contributions
Activities limited to those that support 
religious, charitable, scientific or educational 
purposes
Cannot intervene in political campaigns and 
lobbying cannot be a primary purpose

§501 (c)(6)
Association of persons with a common business interest – 
promotes the common interest and does not conduct a 
regular trade/business or prove “particular services” to 
individual persons
Exempt from federal income tax (must file 990)
Not eligible for exemption from local sales tax (Most states)
Donors may not deduct contributions as charitable 
contributions
May pursue all activities by a 501 (c)(3) organization as 
well as activities that are not charitable, educational, etc. but 
are directed to the business conditions of the line of 
business/profession

Presenter Notes
Presentation Notes
ANNE501(c)(6): Is an association of persons (business league) with a common business interest – promotes the common interest and does not conduct a regular trade/business or prove “particular services” to individual persons. NAWIC”s purpose is to enhance the success of women in the construction industry.May pursue all activities by a 501 (c)(3) organization as well as activities that are not charitable, educational, etc. but are directed to the business conditions of the line of business/professionReview bullets those that are similar and different.Similar:Both are exempt from federal income tax as long as you follow the guidelines set by the IRS. May pursue all activities by a 501 (c)(3) organization as well as activities that are not charitable, educational, etc. but are directed to the business conditions of the line of business/professionDifferences:In most state, you are required to pay sales taxDonors can not deduct contributions as charitable contributions, but they may be able to deduct it as an expense
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National, Regions & Chapters Relationship:

Presenter Notes
Presentation Notes
ANNEWhat exactly is the relationship between NAWIC National and Chapters and Regions?NAWIC National was formed as a 501(c)(6) Business League in the State of Texas – Chapters are formed under the umbrella of NAWIC National's exemption from federal income tax. Chapters have to follow the Chapter Bylaws as set forth by NAWIC National and are under the guidance of NAWIC National. Chapters have the ability to function independently from each other and have their own Strategic Plan, as long as it does not conflict with NAWIC national. Chapters have their own meetings and programs to serve the needs of their members. Chapters can choose their own service projects and interact within their community.Regions were formed by NAWIC national to join Chapters within geographic area. Within this area, the Region meets and provides education that will further the mission of NAWIC. By joining the Chapters together, the ability to provide a broader base of topics and education, while sharing the experiences of women in construction beyond the local community is one of the purposes of Regions within NAWIC.



Chapter Finances: 
IRS Requirements

Presenter Notes
Presentation Notes
ANNE



IRS Requirement - Filing 990:
Annual return regarding your tax-exempt purpose and status
Done after the Treasurer files for that year have been audited 
IRS requires each Chapter to file a 990
E-postcard is filed if gross receipts are normally $50,000 or less
If in existence for 3 years or less and averaged $60,000 or less during 
each of 2 first tax years
If at least 3 years old and averaged $50,000 in gross receipts for the 
immediate preceding 3 tax years

Presenter Notes
Presentation Notes
ANNEThe audit should be completed within 30 days of the fiscal year end which for NAWIC is Sept. 30th.990 must be filed by the 15th day of the 5th month after the end of the NAWIC year.  Meaning, by February 15. If your gross receipts are over $50,000 for the year, you will need to file a 990-N. Reach out to a CPA to help with your filing.  Please don’t try to do this on your own.Failure to file your 990 timely can result in heavy fines for your chapter or region. If a chapter or region fails to file for three consecutive years, it will lose its exemption on the due date of the third annual return or notice.If you have questions about filing your 990, contact any of us.



Chapter Finances: Audit

Presenter Notes
Presentation Notes
CARLA



Outgoing President appoints the audit committee
Must be done annually
Verifies proper record keeping, handling of 
funds, and donations are used as stipulated
Should be done within 30 days after the close of 
the NAWIC year
After the audit is complete, it’s a great time to 
file the Chapter’s 990

Audit:

Presenter Notes
Presentation Notes
CARLAThe outgoing President appoints, at least, 2 members to perform the audit.  The Treasurer should be available for questions but is not part of the audit committee. It’s recommended to appoint the incoming Treasurer and another experienced Board member (Not the President or Seated Treasurer).The findings of the Audit should be presented at the next board meeting.After the audit is complete, it’s a great time to file the Chapter’s 990 so you don’t forget. The 990 must be filed by Feb. 15th for the previous NAWIC year.



Evaluation:
Accounting controls are adhered to
Segregation of duties
Systems and procedures are in 
place
Adequate insurance coverage
Donor’s stipulations are recorded 
and adhered to

Audit Evaluation/Documentation:
Documentation:

Check register
General Ledger or Summary of 
Accounts
Bank statements
Budget
Copies of deposits, both cash and 
electronic (PayPal, Square, etc.)
All invoices or expense 
reimbursement requests

Presenter Notes
Presentation Notes
CARLAYou will want to make sure the accounting controls are being followed.	Receipts are being properly recorded with proper records	Disbursements are accompanied by the proper requests and are being recorded properlyThere is a segregation of duties.  The person who brings in the money at events, meetings, fundraising, etc., should not be the person taking the money to the bank or recording the transactions in the accounting systemThere are systems and procedure in place to take into account the size of the chapter to its budget.  Does the chapter need D&O insurance to protect its assets?  Is the insurance enough to cover your chapter’s average bank balance?Are you using the money from donors for the reason they donated it.  If a donor gave your chapter money for Block Kids, you must use that money for Block Kids and not for speakers or meetings.A printout of these documents is always best, but they can also be electronic.  



Verify 1-2 checks from each month
Verify 1-2 deposits from each month
Choose 2 bank statements to verify accuracy
Prepare audit report for Board
o WHEN THIS COMMITTEE HAS FINISHED AUDITING, a written statement should 

be prepared and sent to the Chapter President with a copy retained in the Treasurer's 
files. It might say, "The Audit Committee has studied the Chapter records for fiscal year 
__________ and found them to be in good order." You might then make whatever 
recommendations necessary for the future of the chapter. 

o In addition, an oral report on the findings of the Audit Committee shall be given at the 
next board meeting following the audit so it appears in the board minutes.

Audit Procedure:

Presenter Notes
Presentation Notes
CARLA1-2 checks from each month are randomly chosen to verify against	the Bank Statement	the reimbursement request	proper recording in the bookkeeping system (making sure it was expensed into the proper account)1-2 cash/check/ACH receipts from each month are randomly chosen to verify against the deposit detail is reviewed against the bank statement.  If check copies are supplied, they are all listed on the deposit slip and the slip matches the bank receipt, the income has been properly recorded in the bookkeeping system2 bank statements are chosen to verify their accuracy against the bank reconciliations provided.Once the audit is complete, the audit committee will prepare a report of their findings to be presented at the next board meeting.  All of these instructions are included in the treasurer’s handbook.



W-9 should be filled out each year (www.irs.gov/pub.irs-pdf/fw9.pdf) 
Chapter records should be maintained for a period of not less than 5 
years
All tax returns and IRS documents should be kept according to policy
Always work in the best interests of the Chapter and the Association
When in doubt, read the Treasurer’s Handbook

Additional Items:

Presenter Notes
Presentation Notes
CARLAA W-9 should be filled out each year and signed by the President.  This is proof of your Tax ID Number to a sponsor or vendor. It will show your status as a non-profit.The form can be found at www.irs.gov/pub.irs-pdf/fw9.pdfYou need to consult the NAWIC Record Retention Policy for all record keeping and storage periods.  This is part of the SOX policies adopted by the board each year.You should always be working in the best interests of the Chapter and the Association with your finances.  Nothing should be done with an individual member’s or committee’s interests in mind.All of this information can be found in the Treasurer’s Handbook, which contains links to other procedures and forms needed to keep your chapter finances healthy.

http://www.irs.gov/pub.irs-pdf/fw9.pdf


Chapter Finances: Budget

Presenter Notes
Presentation Notes
ANNE



Put together by the Finance Committee
Should start after Chapter elections
Is the road map for your Chapter’s success
Is not a simple process and not to be taken lightly
Approved by the Board
Should align with the Chapters strategic plan
It’s a living document and can be changed
Be realistic

Budget:

Presenter Notes
Presentation Notes
ANNEThe chapter budget is prepared by the finance committeeWhen putting together the initial budget it’s recommended to include the outgoing and incoming Presidents and Treasurers. The incoming Vice President/President-elect may also attend as well.  If you would like to include a past Treasurer or President that can lend some experience, that is also allowed.The budgeting process should begin right after chapter electionsThe budget is what the chapter will use to guide it through the yearIt’s not a simple process and may take several meetings to get everything in placeThe budget is presented at the first board meeting of the year and is approved by the board. This may not happen in the first meeting if the board has questions or does not agree with the rationale presented.  Once your budget is approved by the board, it should be made available to the membership if they ask for it.  You do not need the chapter’s approval to make purchases of they fall within the budget. For instance, if you budgeted to purchase a computer for the Treasurer, the Board doesn’t need to approve that purchase as long as it’s within the budgeted amount. If anything goes over the budgeted amount, the Board must approve it before the expense is paid.The budget should align with your chapter’s strategic plan.  This is in regards to membership goals, education goals, etc.It’s a living document, so it can change if needed.  A review should be done mid-year to make sure you are within your goals and to see if any adjustments need to be made.Historical information is very useful in setting up the budget, especially regarding membership goals, fundraising, and operating expenses.  You should have your prior year budget and actuals on hand during this initial budget processBe realistic.  Don’t go overboard and set too high goals for your Chapter.



Budget:
National Website Link: Chapter Budget vs Actual Template

Presenter Notes
Presentation Notes
ANNE

https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fnawic.org%2Fwp-content%2Fuploads%2F2023%2F07%2FChapter-Budget-vs-Actual-Template-May-2021.xls&wdOrigin=BROWSELINK


Member Support
o Activities directly related to members and member companies
Program Services
o Activities that are directly related to the association's tax-exempt purpose. 
Unrelated Business
o Activities undertaken by the chapter that are not directly related to the chapter's tax-

exempt purpose. Net income generated may be taxable. However, there are specific 
exceptions to taxation. It does not matter if the income is used for the chapter's 
exempt purpose activities - it is the activity itself that determines taxation.

Budget Revenue/Expenses Categories:

Member Support & Program Services Income 
should cover at least 50.1% of the Member 
Support & Program Services Expenses

Presenter Notes
Presentation Notes
ANNEMember Support: Activities directly related to members and member companiesProgram Services: Activities that are directly related to the association's tax exempt purpose. Unrelated Business: activities undertaken by the chapter that are not directly related to the chapter's tax exempt purpose. Net income generated may be taxable. However, there are specific exceptions to taxation. It does not matter if the income is used for the chapter's exempt purpose activities - it is the activity itself that determines taxation. Member Support & Program Services Income should cover at least 50.1% of the Member Support & Program Services Expenses. The budget template on the National website tracks this percentage as you enter income and expenses.��



Member Support Revenue 
o Membership dues (how many renewals/new members in what 

categories)
o Member and/or member company sponsors (how many at 

what levels)
o Chapter meeting revenue – NAWIC related or No speaker
o Industry Appreciation – only member companies

Program Services Revenue
o Non-member company sponsors (how many at what levels)
o Chapter meeting revenue – construction related speaker
o Industry Appreciation – non-member companies

Budgeted Revenue/Income:
Unrelated Business Revenue
o Bank/Investment Interest
Fundraising
o Can go in each of the 

categories depending on 
the fundraising activity

Presenter Notes
Presentation Notes
ANNEFundraising:Member SupportNAWIC Table Sales Construction relatedAdvertising – Website/Newsletter (member company)Program Services:NEF – Block Kids, Design DraftingNFSF – ScholarshipConstruction related seminars/workshopsConstruction Industry projectAdvertising – Website/Newsletter (non-member company)Unrelated BusinessGolf tournamentsBowling tournamentsAdvertising – Website/Newsletter (non-construction related company)Sales of merchandise to public



Governed by state law – consult local counsel
States may require registration to raise funds
Some states may treat trade associations differently 
under their fundraising laws
Online fundraising requires extra caution as you 
may be dealing with individuals in other states
BOTTOM LINE: Caution when raising funds from 
outside your membership!

Fundraising:

Presenter Notes
Presentation Notes
CARLA** Go Through Each Item**



Region Director’s expenses
Expenses to send members to events
Committee expenses
Professional Development and Education
Newsletters, advertising, networking, website 
Insurance:
o Directors and Officers 
o Crime Coverage
o Special Events

Budgeted Expenses:

Presenter Notes
Presentation Notes
CARLADirector’s expenses consist of money set aside to spend if you require the Director to visit your chapter.  There may also be voluntary contributions from the chapter to go into the Directors Fund. Check your Region’s guidelines or ask your Region Director.Budget funds to send members to Annual Conference and Forum. It is required to have chapter representation at Annual Conference and Region Forum. Fall Conference is optional but it’s a good idea to budget funds to send chapter representation.  Just remember, these reimbursements need to be preceded by a written report from the member. Committee expenses, like Design Drafting and Block Kids, ask committee chairs to submit a budget request and rational for that requestPD&E…you may have to pay for speakers at your meetings or you may want to pay for a special speaker at an eventNormal operating expenses for your chapter are advertising, printed newsletters, web site administration or storage (either physical or cloud based)Insurance for your Officers and Directors or special event insurance.



Coverage Grant: Directors & Officers (D&O) Liability insurance (aka Management 
Liability) provides coverage for defense costs and damages (awards and settlements) 
arising out of actual or alleged wrongful act allegations and lawsuits brought against an 
organization, its board of directors, officers or employees for their actions in their 
capacity as an Insured of the company.

Pricing: Rating based on total assets, employee/volunteer count, revenue, financial 
condition

Directors & Officers Liability:

Presenter Notes
Presentation Notes
CARLAD&O insurance is required for all Chapter Boards. It used to be that companies covered this insurance for any employees that serves on a Board. Due to rising costs, most companies have eliminated this coverage from their policy.It is recommended to have at least $250,000 but more may be needed depending on the size of the chapter Board and how much your assets (money in their accounts) are. When the application is completed the insurance broker could make a recommendation. Also ask for pricing for different limits and deductibles that you can choose from. For example, If it’s only a little more in premium to go from $250,000 to $500,000 go with $500,000 because we know how sue happy people are these days. 



Special Events Insurance:

Presenter Notes
Presentation Notes
CARLANAWIC has a program of Blanket General Liability Insurance for its members. All chapters and members (when involved in a scheduled NAWIC activity) are automatically insured. This covers bodily injury and property damage.Some events are not covered, and they require an additional certificate of insurance. Additional fees may be charged for those events. Chapters should fill out a certificate of insurance form and a quote will be givenGREEN EVENTS – covered with no premium chargeYELLOW EVENTS – must submit a Request for Certificate of Insurance Form in order to be covered for the event. These events will be assessed a premium charge.ATHLETIC EVENTS - The charges below will be assessed for each event based on the number of participants. Participants themselves are excluded.LIQUOR LIABILITY – Limited to $1,000,000 per occurrence. $350 flat charge.RED EVENTS - These events are considered extremely high hazard and will be excluded from the policy.Events held that do not have proper certification will not be covered under National's policy. It is extremely important to submit completed COI Requests at least 3-4 weeks prior to the date of the special event in order to obtain proper certification.Open handout if there’s time. Also provide it when sending the PowerPoint.



A copy of the release 
is included with the 
Special Events 
Insurance Request

Release & Waiver of Liability Form:

Presenter Notes
Presentation Notes
CARLAIf you are sponsoring a Red Event, please have the participants fill out the Release and Waiver of Liability to help release you from liability.  If you can get insurance through another carrier for a Red Event, you should do so. People are sue happy these days!! Open up the special events insurance request form.



Detailed deposit slips
o Include the deposit receipt from the bank
o Include copies of the checks if possible
Completely filled out expense reimbursement request
o Include all itemized receipts for reimbursement
o Can be found on NAWIC in the Treasurers Handbook

Items Needed for Proper Record Keeping:

Presenter Notes
Presentation Notes
CARLAIn order to properly record transactions, no matter what method you use, there are certain items that are required.Detailed deposit slips.  You will want to record each receipt separately.  For instance, you may have a deposit with 10 checks, but you will want to record these checks separately in your bookkeeping.  I you have the ability to attach copies of the checks being deposited, that would be ideal.A complete expense reimbursement request must be submitted, along with receipts, before a check is written.  Copies of a bank or credit card statement are not sufficient.  The receipts must be itemized so the Treasurer knows what she’s writing a check for.  The only checks that do not need a request are those being written directly to a vendor.If you are using Quickbooks, you can attach scans of this backup to the individual records so you have an electronic copy of everything.Proper recordkeeping is vital to insuring you are recording your transactions correctly and these records are necessary for your Chapter’s year end audit.



Lunch / Networking



Theme: Together We Rise
Leadership Day planned to enhance your professional journey
Embrace every opportunity – connecting, learning, exchanging ideas
Take the knowledge and inspiration back to your chapters, 
workplaces, and communities
Thank-You to volunteers who contributed to make this day possible
Together We Rise – stronger, more connected and ready to lead!

National President’s Report

Presenter Notes
Presentation Notes
CATHERINEWelcome, where Together We Rise isn’t just a theme—it’s our shared commitment to building each other up and driving meaningful change in the construction industry. This season is about more than professional development or networking. It’s about empowering one another to lead, innovate, and elevate both our careers and our industry to new heights. This conference is designed with your growth at its core.  This conference has been thoughtfully crafted by a dedicated team of leaders and volunteers who have worked tirelessly to create an experience that enhances your professional journey. From educational sessions to leadership workshops and networking events, every element is designed to help us rise together, growing not just as individuals but as a united NAWIC community. Whether you're a longtime member or a first-time attendee, your presence and active involvement help shape the future of NAWIC and our industry. As you immerse yourself in this experience, I encourage you to embrace every opportunity—whether it's connecting with colleagues, learning from our distinguished speakers, or exchanging ideas in breakout sessions. Each of us brings unique experiences and perspectives, and by sharing openly, we collectively become stronger.  Take the knowledge and inspiration gained here back to your workplaces and communities. Share what you’ve learned, champion new initiatives, and continue to rise as leaders within your organizations. Our strength as women in construction lies not only in our individual achievements but also in how we uplift those around us. Together, we can continue driving positive change, advancing innovation, and creating stronger, more inclusive workplaces in our industry. A special thank you to the sponsors, volunteers, and all those who have contributed to making this conference a reality. Your commitment to advancing our mission enables us to rise together, stronger and more resilient than ever. Let’s make the most of this incredible opportunity to connect, learn, and grow. Together, we rise—stronger, more connected, and ready to lead! To your continued success,  Warmly,�Kelly Aust�2024-2025 NAWIC National President



Questions / Open Discussion:
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