
BYLAWS

The Phoenix KL NARPM Chapter

of

The National Association of Residential Property Managers

ARTICLE I: Name, Purposes, Powers and Definitions

Section A: Name

The name of this organization shall be The Phoenix, Arizona chapter of the

National Association of Residential Property Managers, Inc., hereinafter referred to

as the chapter.

Section B: Purpose

The purposes for which the organization is established are to:

1. Establish a permanent trade association in the residential property

management industry in the Phoenix Arizona geographical area.

2. To promote a standard of business ethics, professionalism and fair practices

among its members.

3. To establish and promote education of its members.

4. To provide and promote an exchange of ideas regarding residential property

management,

Section C: Powers

The chapter may exercise all powers granted to it as a corporation organized under

the non-profit corporation laws of the State of Arizona.

1. The chapter shall be subject to all rules, regulations, ethics, and standards

and bylaws of the National Association of Residential Property Mangers,

Inc.

2. Chapter bylaws shall not conflict with those of the National Association of

Residential Property Mangers, Inc., hereinafter referred to as the national

association.



Section D: This chapter's geographical definition shall be: Within the metro area of

Phx. Arizona

ARTICLE II: Membership

Sustaining Member, Member, Affiliate Member and Honorary Member

Section A: Sustaining Member

A sustaining membership is an individual who is one of the founding members of

the chapter. Requirements relating to acceptance into the Sustaining membership,

suspension of sustaining membership, termination of sustaining membership shall

be identical to those specified for members except for the following:

1. Replacement: A vacancy in the sustaining membership shall not be

replaced.

2. The sustaining members shall meet once a year to provide counsel and

advice to the executive committee and sub-committee chairpersons

regarding the future trends of the industry and to lend its membership

strength to the charter.

Section B: Professional Member

A professional member shall be an individual who is employed as a property

manager or is actively seeking such employment. For the purposes of this section, a

property manager is defined as an individual who is actively engaged in the

management of residential properties as an agent for others. The individual must

follow the state's regulatory licensing law regarding licensure in performing the

duties of a property manager.

Section C: Support Staff

A Support Staff Member shall be a person acting in the role of support in the

office of a Professional Member and the Support Staff Member must not be acting

in a capacity requiring licensure according to his/her state's regulatory licensing

law. A Support Staff Member docs not vote or hold elective office.

Section D: Affiliate Member

An affiliate member shall be an individual or business entity, which provides

products, services or expertise to the residential property management industry.



Requirements relating to acceptance into affiliate membership, suspension of

affiliate membership shall be identical to those specified for members, except that

affiliate members are not eligible to vote; However, affiliate members can serve in

advisory positions to the executive committee or chairpersons or committee

members. An affiliate member does not vote or hold elective office.

The Chapter [choose one] shall/shall not recognize all NARPM® National Affiliate

Members as Affiliate Members of this Chapter.

Section E: Honorary Member

Honorary membership shall be bestowed upon individuals who, in the opinion of

the executive committee, have rendered or continue to render distinguished service

to the association or the profession of property management. Honorary members

shall pay no dues or other assessments, and shall be eligible to participate in the

usual activities of the association, except they shall be ineligible to vote, hold office

or serve as a member of the executive committee unless they are current members

in good standing in the chapter and national association.

Section F: Application by Sustaining, Professional, and Support Staff Members:

1. Acceptance into membership: An applicant for membership in a chapter

shall first be a member of the national association. A member of the

national association may be a member of more than one chapter as long as

that member meets all requirements for each chapter membership.

2. Vote: A Sustaining and Professional member shall be eligible to vote in

person at the annual meeting of the chapter in which officers are elected.

The vote shall be done in person. Any member shall be eligible to vote at all

meetings of sub-committees upon which the member serves, if any.

ARTICLE III: Suspension, Termination and Resignation of Membership

Section A: Suspension of Membership

Suspension of membership shall result in a member being unable to vote in chapter

matters for a period of time designated by these or the national association bylaws

or, where such discretion is authorized by the national association, for any one of

the following reasons:

1. Suspension of membership: Suspension of membership for reasons stated

in Article III of the bylaws of the national association.

2. Delinquency in Payments Any member failing to pay sums due to the

Association within 60 calendar days of an invoice due date, shall be

considered delinquent and can be suspended. Delinquency status shall



remain in effect until payment of obligations is made in full, or

membership is terminated.

3. By recommendation of the executive committee, and approved by the board

of directors of the national association, as a result of violations of the Code

of Ethics and Standards of Professionalism.

Section B: Termination of Membership

Membership shall be terminated for reasons identified below. Upon termination, a

member shall lose all rights and interests in the chapter and the national association.

1. Resignation: A member may resign at any time by forwarding a letter

slating such intent to the president or secretary. The letter shall indicate the

date on which the resignation is effective. No refund of chapter or national

association dues shall be made for any reason.

2. Failure to Pay Obligations: Membership shall terminate automatically when

a member fails to pay annual dues within 60 days of the due date, or fails to

pay any other obligation within 60 days of invoice presentation.

Mitigating circumstances can extend the 60 day period, but only if the

member notifies the president or secretary of such circumstances before the

60 day period has expired.

3. By recommendation of the president to the executive committee, a

sustaining vote by the executive committee and approval by the board of

directors of the national association as a result of a violation(s) of the Code

of Ethics and Standards of Professionalism.

Section C: Reinstatement of Membership

A former member still meeting all membership requirements shall be reinstated:

1. Upon request, if such request is received during the calendar year during

which a resignation occurred.

2. Upon request, provided that all financial indebtedness incurred has been

paid and is current.

3. After a waiting period of one calendar year from the date of termination as a

result of a presidential request or by an action of the board of directors of

the national association.

4. Upon request through the normal application procedures, if the resignation

occurred beyond the current fiscal year.

ARTICLE IV: Executive Committee



Section A: Responsibilities

The executive committee, hereinafter known as the committee, shall have

responsibility for the management of the chapter and shall exercise all rights and

powers not expressly reserved by these bylaws or the bylaws of the national

association. Such management responsibilities shall include, but not be limited to:

1. Establishing and implementing an organization framework for the chapter.

2. Establishing new or modifying existing operating rules that are not

inconsistent with these bylaws, the bylaws of the national association or

their intent. Recommendations of all changes to the bylaws must be

submitted to chapter members. Upon the approval of a majority of chapter

members, the changes to the bylaws must be submitted to the board of

directors of the national association for approval.

3. Establishing annual chapter dues, application fees and special assessments.

4. Establishing new committees and dissolving existing committees.

Section B: The Executive Committee

Alt executive committee members should faithfully attend all executive committee

meetings, the executive committee, hereinafter known as the committee, shall be

composed of six (6) officers as follows:

1. President: The president shall:

a. Be the chief executive officer of the chapter.

b. Preside at all meetings of the chapter.

c. Act as an alternate signatory for funds withdrawn from the chapter

account(s).

d. Sign all legal documents.

e. Undertake responsibility for such other activities as deemed

appropriate by the committee.

f. Serve as a member of the national association's membership

committee.

g. Serve a term of one year commencing with the beginning of the new

calendar year.

2. President-Elect: The president-elect shall:

a. Act as an alternate signatory for funds to be withdrawn from the

chapter account(s).

b. Fulfill the responsibilities of the president during his/her absence.

c. Replace the president at the end of the fiscal year.

d. Automatically accede to the presidency during a calendar year when

the presidency becomes vacant.



e. Undertake other activities as are deemed appropriate by the

president.

f. Serve as a member of the national association's publications

committee.

g. Serve a term of one year commencing with the beginning of the

calendar year.

3. Secretary: The secretary shall:

a. Maintain a current chapter membership directory.

b. Record said directory with the national association's membership

committee.

c. Record, maintain and distribute minutes of all regular and special

meetings of the committee as appropriate.

d. File all federal, state and local reports as needed.

e. Undertake responsibility for such other activities as deemed

appropriate by the committee.

f. Serve a term of one year commencing with the beginning of the

calendar year.

4. Treasurer: The treasurer shall:

a. Be a signatory for all funds withdrawn from chapter account(s).

b. Distribute annual renewal notices for chapter dues and special

assessments.

c. Deposit all funds into a federally insured financial institution.

d. Prepare a financial report for the committee upon request.

e. Prepare an cnd-of-fiscal year report for the treasurer of the national

association.

f. File tax and other financial reports with the appropriate government

agencies.

g. Undertake responsibility for other such activities as deemed

appropriate by the committee.

h. Serve a term of one year commencing with the beginning of the

calendar year.

5. Membcrs-al Large

Members at large shall sit in and help where needed by President or President-Elect

ARTICLE V: Eligibility, Nominations, Elections, Terms of Office and

Vacancies

Section A: Eligibility

To be eligible to serve as a chapter officer, an individual shall be a member in good

standing with both the chapter and the national association. Furthermore, the

chapter member must be willing to fulfill the duties of the office to which he/she is

elected, including those duties relating to the national association.



Section B: Notification of Members

Chapter members shall be notified in writing, via the chapter newsletter or by

special mailing, of the pending election and nominations solicited from chapter

members at least thirty (30) days prior to the last regularly scheduled chapter

meeting before the end of the calendar year. Nominations shall be done in two

ways:

a. Write-in: Any member who writes in the name of a nominee shall

provide a signed letter from the individual so nominated indicating

the said individual's willingness to serve if elected and signed by

five percent (5%) of the professional chapter members.

b. In Person: Any member who is present during the electoral process

can be nominated.

Section C: Elections

Elections shall be conducted in the last regularly scheduled chapter meeting prior to

the end of the calendar year.

1. Presiding Authority: The outgoing president shall conduct the election. The

outgoing president can delegate the electoral process to the president-elect

or any other chapter member provided that member is not a nominee.

2. Quorum: A quorum to conduct business by the members shall be 10% of

the member eligible to vote at a regularly scheduled meeting. A chapter

event can be held without a quorum but no business can be conducted

3. Uncontested Offices: The presiding authority shall identify those offices for

which there is only one nominee. Upon a motion to close the nominations

for such offices, that nominee shall be considered duly elected.

4. Contested Offices: In the case of contested office(s), each office shall be

dealt with through a ballot presented to those who are in attendance at the

chapter meeting. The nominee receiving a simple majority shall be elected

to the position.

Section D: Term of Office

An officer's term of office shall commence with the beginning of the calendar year

and conclude at the end of the same.

Section E: Vacancy

An office shall be declared vacant when an officer:



1. Resigns that office through written notification to the president or the

secretary.

2. Is no longer eligible for membership in the chapter or the national

association.

3. Is no longer capable of fulfilling duties of the office involved.

Section F: Filling a Vacated Office

In the event that the position of president is vacated, the president-elect shall

aulomatically fill that position and shall continue to serve as both president and

president-elect. In the case of other officers, a vacated office shall be filled:

1. When: When more than three (3) calendar months remain before the next

election at which the vacancy shall be filled.

2. Procedure: By an individual nominated and approved by the executive

committee.

ARTICLE VI: Meetings, Locations and Majority Rules

Section A: The executive committee shall meet with the same frequency as the chapter

meetings.

1. Notice of Regular Meeting: With the advice and consent of the president,

the secretary shall notify all members of the executive committee of the

date, time and place by regular letter mailed to each member of the

committee.

2. Waiver of Notice: Attendance by any member of the executive committee

at a regularly scheduled meeting at which date, time and place is established

for the next meeting shall constitute a waiver of notice of the next regular

meeting of the committee.

Section B: Location

All meetings of the chapter shall be held within the geographic definition of the

chapter. All meetings of the executive committee shall be held within the

geographic definition of the chapter unless otherwise waived by all the members

of the executive committee.

Section C: Quorum

A Majority of the executive committee officers in attendance shall constitute a

quorum.



Section D: Simple Majority Vote

All actions and decisions of the executive committee shall be made official by

simple majority vote of the members present at any regular or special meeting of

the committee.

ARTICLE VII: Sub-Committees

Section A: Appointment

Except as otherwise stated in these bylaws or the bylaws of the national association,

the chairpersons and members of all sub-committees shall be appointed by the

president with the advice and consent of the executive committee.

Section B: Responsibilities

Sub-committees shall undertake such responsibilities as are identified in these

bylaws or as may be assigned to them by the president with the advice and consent

of the executive committee. No sub-committee may take any action on behalf of or

representative of the chapter unless specifically authorized by the executive

committee.

Section C: Creation and Dissolution

The president, with the advice and consent of the executive committee, shall have

the authority to create and dissolve sub-committees according to the needs of the

chapter.

ARTICLE VIII: Code of Ethics & Standards of Professionalism

Acknowledgment and Enforcement

Section A: Acknowledgment

A Chapter Charter is granted only upon the acknowledgment that the chapter

members shall:

1. Be familiar with Code: Read and be familiar with the applicable Code of Ethics to

which continual adherence is mandatory for continuation of a Chapter Charter and

individual membership.

2. Be Unopposed to Application: By receipt of the Chapter Charter, the chapter does

hereby formally agree to not take any legal action(s) against the national

association, its officer(s), director(s), committee chairpcrson(s), committee

mcmber(s) or the chapter, its officer(s), sub-committee chairperson(s) or sub

committee mcmber(s) for any prescribed action identified by these bylaws or the



bylaws of the national association taken for the purpose of enforcing the applicable

Code of Ethics and Standards of Professionalism.

Section B: Enforcement

It is the duty of the president of the chapter to report all violations of the national

association's Code of Ethics and Standards of Professionalism to the national

association's grievance committee.

ARTICLE IX: Financial Considerations

Section A: Calendar Year

The chapter's calendar year shall be January 1 to December 31 of each year.

Section B: Local Chapter Dues

A The Chapter shall charge annual and pro-rated dues, subject to approval by the

national association, as outlined below:

1. Payable: Dues for local chapters are payable on January 1 each year

2. Late Dues: Dues will be deemed late if after 30 days past the due date, they

are still unpaid. Members who pay their dues after January 31st will not be

listed in the Annual National Membership Directory.

3. Non-payment of Dues: Failure to pay the annual dues within 60 days after

the first day of the year shall result in automatic termination of membership

unless there are extenuating circumstances.

4. Professional Member and Support Staff Dues: The amount of local chapter

dues for Professional Member and Support Staff shall be established

annually by the board of directors during the budgeting process.

5. Affiliate dues: The amount of local chapter dues for Affiliate dues shall be

established annually by the board of directors during the budgeting process.

The chapter will not charge dues to National Affiliate members.

6. Late Fees: Payment of any dues or special assessments must be made

within 60 days of the invoice due date. Any payment received after that

time will be considered late, and a late fee will be assessed. The Board of

Directors must approve any schedule of late fees or returned check fees.

Section C: Special Assessments



Special Assessments may be established by the executive committee and imposed

upon its chapter members and/or affiliate members for a specific funding purpose.

The purpose and amount of any special assessment shall be announced at a regular

or special meeting of the chapter prior to the imposition of such an assessment. No

more than one special assessment may be imposed in any calendar year.

Section D: Budget

The treasurer, in conjunction with the executive committee, shall prepare an

itemized budget of income and expenses for each calendar year. The budget shall

not exceed the chapter's ability to pay the same.

Section E: Non-Binding

The chapter shall not have any authority to financially obligate or bind the national

association for any reason.

ARTICLE X: Proposals and Procedures for Amending

Section A: Proposals

Amendments to these bylaws may be proposed by any chapter member or board of

director of the national association at any time through a letter addressed to the

executive committee and presented or mailed to the secretary. Any proposal shall

be studied by the entire executive committee or an officer of the executive

committee or by a sub-committee created and/or assigned for that purpose as

appointed by the president.

Section B: Procedure for Amending

The entity assigned for the purpose of reviewing proposed Bylaw revisions shall

present the proposed amendment to the executive committee with its findings and

proposed recommendations of actions. A two-thirds majority of the executive

committee is necessary in order to amend these bylaws.

All amendments shall be subject to approval by the board of directors of the

national association prior to their implementation or adoption by the chapter and a

final copy of these bylaws arc to remain on file at national's office.

ARTICLE XI: Miscellaneous

Section A: Invalidity

The invalidity of any provision of these bylaws shall not impair or affect in any

manner the validity, cnforceability or affect of the remainder of these bylaws.



Section B: Waiver

No provision of these bylaws shall be deemed to have been abrogated or waived by

reason of any failure to enforce the same, regardless of the number of violations or

breaches which may have occurred.

Section C: Hold Harmless and Indemnify

The chapter shall hold harmless and indemnify members of the executive

committee, officer(s), sub-committee chairperson(s) and sub-committee members,

as well as the national association, its board of directors, officers, chairpersons and

committee members who arc acting within the scope of their responsibilities, duties

or these bylaws.

Section D: Stale Laws

These bylaws may be amended to conform and comply with the laws, statues, rules

and regulations of the governing bodies of local, county and/or state authorities that

have jurisdiction.



NARPM® Board Protocol & Conduct

Being elected to the Board of the National Association of the Residential Property Managers

is an honor and privilege. Your peers have selected you to serve the association in

representing the industry and their professional interests. It is a commitment and

responsibility that can be easily managed by staying focused on NARPM® Core Values:

• Respect and integrity among members brought about by ethical, honest, and credible

behavior;

• Cooperation and sharing amongst colleagues instead of competitors;

• Commitment and dedication to the profession of residential property management;

• Promotion of continual learning;

• Visionary leadership for the industry; and

• Service to society.

1. Respect and integrity among members brought about by ethical, honest, and

credible behavior:

■ Leaders are held to a higher standard and are expected to be the example for

our general membership to emulate.

■ Stay true to NARPM® Code of Ethics and Standards of Professionalism.

2. Cooperation and sharing amongst colleagues instead of competitors:

■ Approach and welcome new members, first time attendees, and guests so they

immediately know they are accepted.

■ Always be willing to share information and ideas with fellow NARPM®

members.

■ Always "talk the good NARPM® talk" amongst the membership.

■ Give a member(s) your full attention when they address you. If they present

you with a problem or other matter, see it through to the resolution or direct

them to the right entity (committee chair, staff person, and/or Board member)

to handle the issue. Most important, follow up with the member to ensure

they were satisfied with the process and/or end result.

■ At NARPM®-related events, mix and mingle (sit) with a combination of friends/

long-term members, new members and first time attendees. Whenever

possible, Board members should sit at separate tables.

As a leader, members take pride in getting to meet you and talk with you. By sharing

your experiences they become a part of the NARPM® experience. Consequently, it is

encouraged that you meet as many different members as you can. By socializing with

only your friends, you miss this opportunity as a leader of NARPM®.

Where would you be in NARPM® today if a leader had not approached you?



3. Commitment and dedication to the profession of residential property

management:

As a speaker, NARPM® representative, guest, participant etc.

• Register for all events in which you are participating; unless directed otherwise

by your host organization.

• Published dates and rates for events apply to all members.

• Always bring something to share with the members you are visiting (forms

from your office, NARPM® membership packet convention brochure, etc.).

• Meet and greet as many people as possible.

• Be accessible and approachable.

• Arrive early and be prepared.

• Turn off your cell phone.

• Private meetings should be conducted away from the membership.

As an Attendee

• During all events, be attentive and demonstrate respect to the person(s)

speaking.

• Return from designated breaks promptly at or before the specified time.

• Participate in all events and get involved.

4. Promotion of continual learning:

■ Seek continued education for yourself (CE courses, NARPM® meetings,

industry-related books and workshops, etc.).

■ At any NARPM® or real estate event, wear your NARPM® designation pin(s).

■ Support the offering of NARPM® certification courses in your area.

■ Encourage members to take certification courses and seek their NARPM®

designations.

■ Encourage members and prospective members to attend NARPM® events and

educational offerings.

5. Visionary leadership for the industry:

■ Release your inhibitions and personal issues to open your mind to focusing on

the goals and purpose of the association.

■ Give and prepare yourself to receive constructive criticism.

■ Restrict negative communication; be constructive - presentation makes all the

difference.

■ Avoid personal agendas and politicking.

• If you are dissatisfied with a NARPM® member or situation, discuss

it with that member or the appropriate leader(s) without involving

others.

• Always remember, "NARPM® first" when preparing to present an

issue, motion, etc. The needs/ wants of a

committee/member/yourself are secondary if it does not benefit

NARPM® as a whole by adhering to the Strategic Plan.



Even if a controversy exists, demonstrate nothing but a positive

attitude; especially when among the membership.

Even if something seems like a personal attack, remember, it probably is

not. People are inherently good and do not intend to harm or offend

others by their choices or actions. Often times the offensive or

disappointing actions by another have nothing to do with you but rather

with that person's own goals, personal issues or insecurities. If you know

them personally, approach them privately to discuss the matter as a friend.

If you know them professionally, approach them privately to discuss the

matter respectfully as colleagues.



Male-Female Communication:

• Avoid sexual overtones and innuendo

• Avoid inappropriate contact, dirty jokes, foul language, etc.

E-mail:

• Make sure to enter a "subject" into the subject line and that the

subject matches the content of the email - NARPM

• Restrict communication to the business being conducted

• Only include parties, as necessary; likewise, make sure to

include all parties affected by the information - don't forget to

include headquarters.

• Reply as directed, if you can reply to one rather than all, do so

• Restrict humorous or sarcastic communication, as it can be

easily misinterpreted

• Have access to and check your email daily; respond as needed

• Insert instructions (reply or reply all) into the email as to who

should receive a reply

• You are expected to reply to emails if your name is in "To"

section and if cc: then the email is FYI only

Motions, reports, agendas:

• All must be presented

o On time

o Complete

o In the format requested (hard copy, electronic, etc.)

o Using any required template, as applicable

o To all parties, as instructed

• If you know of (or will be presenting) a motion that opposes the

goals or ideas that another Board member and/or committee

will be presenting, notify the appropriate board

member/committee chair prior to the motion being presented

• Include all pertinent background information to a motion so the

Board can make an educated and thoughtful decision

• Include how the motion/action supports the strategic plan

• Do your homework prior to the board meeting.

Relationship to NARPM's professional staff, committee chairs/ members, and

board members:

• Be supportive: offer to assist

• Be respectful: make a request, not an order

• If they have not been able to complete a task assigned, ask

them what they need or how you can help to ensure the task is

completed



• Exceptions should not be expected for anything that has a clear

policy/procedure

• Most importantly, do not assume; ask for clarification

Time Management:

• Manage your time so you can meet your obligations

• If you cannot meet an obligation, discuss it with the appropriate

leader as soon as you realize it is a problem allowing

opportunity for someone else to assist or accomplish the task

Dress:

• Dress professionally and respectfully at all NARPM functions

and when representing yourself as a NARPM leader/ member

• Men - slacks, button shirts, sports jackets, suits and ties

• Women - business attire

• Wear NARPM designation pins, etc. whenever possible

• Wear your Board name badge whenever possible

• Participation is key - if a NARPM event has a theme calling for a

costume or special dress, Board members are to participate and

dress accordingly

6. Service to society

Public Speaking:

• Exhibit a professional and positive attitude

• Be prepared and knowledgeable about the subject

• Acknowledge all members/affiliates/guests equally and

professionally

• Present yourself as an expert of the industry, as that is how you

are being perceived

Promote Charitable or Community Service Projects

• If you are part of a local and/or regional chapter of NARPM,

encourage the chapter to host such a project and make sure to

participate in it

• Participate and support any national NARPM sponsored project



A Look at the Legalities
Your legal and fiduciary respo.nsibilities as a board member.

In the wake of recent corporate accounting scandals, you may, understandably, be anxious about

your responsibilities as a board member. Although you should steadfastly resist the temptation 10

micromanagc your organization's daily operations, which is the staffs job. you and your board

colleagues are ultimately responsible for the board's - that is the organization's - decisions and

actions. Here are ihe basics of what you must know and do.

The legal Framework
A director's responsibilities generally enecmipass the following duties.

1) The DUTY OF Cake requires you to use the care that a reasonably prudent person would exercise in a

like position and under similar circumstances. At its most basic, ihe duty of care requires you to

participate in board decisions, ask questions to gain the information you reasonably need to make a

decision, and exercise independent judgement, hi olher words, >ou share in all the responsibilities and

powers of the directors, and although you may delegate work to staff and committees, you should

monitor their work.

2) THE Duty OF LOYALTY requires you to place tne organization's financial and operational interests

above your own or those of other persons or organizations. The duty of loyalty also requires you to

refrain from using your position of trust, or information uained from participating on (he board, to

further your financial interests. If you have an interest in a transaction the board is considering, you

must disclose it. Moreover, although it is not inherently illegal lor you 10 perform work for the

organization, you must follow the conflict-of-interest rules, aid the arrangement's terms must be fair.

3; THE DUTY OF OBEDlcN'CE requires you, within the bounds of the law, to support the board's decisions

and to abide by the organization's mission and purposes, as expressed in its articles of incorporation,

bylaws, and policies. Vigorous debate around ihe board table is expected and encouraged. Once the

board's decisions ur actions are fiiutl, however, you are obliged not to publicly undermine the

decisions, but to support and implement them.

Other Legal Requirements
You as a director must also comply with certain statutory requirements. For example:

• Many organizations are subject to federal employment tax withholding, or other tax requirements, and

must file annual exempt organization information returns. Under certain circumstances, board

members could be liable for the organization's failure to comply with those requirements.

• Organizations are also subject to antitrust laws, which prohibit contracts, combinations, or conspiracies

in restraint of trade. An organization's members, directors, or employees cannot as a group set prices,

establish discounts, divide customers or territory, unreasonably deny access to membership or

association services, establish unreasonably standards for the industry or profession, or lake similar

actions that restrict competition. Violation can result in severe criminal penalties, including

imprisonment and treble damages in suit brought by competitors or consumers.

• You and your organization must also comply with civil rights laws, including laws thai prohibit

discrimination on ihe basis of gender, nice, religion, disability, and age. Personal liability may result if

you have actively participated in discrimination or harassment.

Basic Responsibilities
Here is n checklist lo help you faithfully discharge your legal and fiduciary duties.

• Determine ;md Follow your Organization's Minion and Purposes. As its governing body, the

board seta broad pulicy and the staff carries out day-to-day operations,

• Disclose Conflicts of Interest. When you have an actual or potential interest in a transaction the

board is considering, whether related to an organizational program or a contract for purchasing goods

or services, you must disclose thai interest before a decision is made and generally refrain from



panicipatina in the decision making. If ibe conflict is so pervasive that disclosure or recusal is not
enough, it may he appropriate for yuu to resign or be rrmmed from the board (or from the conflicting

activity).

• Maintain Confidnitinlliy. You should not disclose information about the board's decisions or ihe
organization's activities unless they've been made public. As a corollary, do not speak for the board
unless you have been specifically authorized to do so,

« Attend Board Meetings Reguhirly. Read repons and other materials presented for consideration. It

questions arise, make reasonable further inquiries.

• Seek Outside Advice from Accountants, Attorneys, and other Professionals. If you are uncertain

whether a proposed board action ha;; legal ramifications, seek advice before making I he decision, not

afier,

• Ensure Effective Short- and Long-term Orgimizntionul Planning. This also includes determining

nnd monitoring programs and services.

• Select your Organization's Top Management. Support ihe staff, and review leaders' performances.

• Ensure adui|ii:iu- Financial Resuurm. The board should manage the organization'-1, resources

effectively and adopt guidelines for financial investments.

• Enhance the Organization's Public Image.

. Resolve issues that cannot be luindk-d at a lower level. In oilier words, the board acts as a court at

appeals.

« Assess the board's own perfoiJiiaiuv.

Protection from Liability
As a practical matter, volunteer directors and officers generally luive little exposure to personal liability for

actions they take on their organizations1 beluilf, The business-judgement rule protects you from liability
for your decisions if you act*in good faith, with reasonable care, and in the organization's best interests,

even if an action turns out to be a mistake. Liability would result only if you acted in bad faith or with
deliberate disregard for the duties of care, loyally, and obedience or other requirements.

The best protection from liabiliiy is prevention through steps like ihe ones outlined here. Where

prevention is not enough, your organization may provide indemnification and insurance to help protect you.

LisaStegink is j paru-r wtih Seal Gvrhtr .md Eisenberg, CUL-a^o, Illinois. Email iueginkQngelaw.con:



Job Descriptions & Responsibilities

The job descriptions for each officer and committee chair needed in a chapter are

available on this page for your convenience. Detailed duties are in PDF format.

» Board Protocol & Conduct

• A Look at the Legalities: Your Responsibilities as a Board Member

Begin with an Executive Committee

Suggestions for committees include affiliate, certification, education, legislative,

marketing and membership. In the beginning, people are reluctant to volunteer so it may

be necessary to talk with members one on one and ask for their help. Encourage

committee chairs to solicit help from other members and develop a committee so one

person is not doing all of the work, and there will be other people available to chair the

committee in the future.

Encourage Members to Chair Committees

This is a most challenging and rewarding way of joining with fellow property managers

to promote the professionalism of our industry. The chapter's executive committee,

according to the needs of the area, forms local committees. Not all local chapters will

have committees, and in some groups, the committee chairs may be the officers.

■ Affiliate Chair. Affiliates Committee invites and welcomes the participation of vendor

members in the organization.

■ Certification Chair. Certification Committee promotes NARPM® classes and

designations to members.

• Education Chair. Education Committee selects and arranges for educational topics,

speakers, and membership activities.



. Legislative Chair. Legislative Committee keeps abreast of local laws and ordinances

that impact members in your chapter.

. Marketing Chair. Marketing Committee promotes chapter events and communicates

with members and prospective members.

, Membership Chair. Membership Committee invites and welcomes the participation of

prospective members in the organization.

Officer Job Descriptions & Responsibilities

Chapter President

Enhances the foundation for a long-term, sustainable chapter by outlining and

implementing the policies, procedures, and structure needed to maximize the benefit of

NARPM® association. Provides vision and leadership for the chapter. Facilitates

meetings.

1 President

1 100+ Tips for the Incoming President

Chapter Vice President

Enhances the foundation for a long-term, sustainable chapter by outlining and

implementing the policies, procedures, and structure needed to maximize the benefit of

NARPM® association. Assists in the leadership of the organization and prepares for the

presidency.

• Vice President

Chapter Secretary

Enhances the foundation for a long-term, sustainable chapter by outlining and

implementing the policies, procedures, and structure needed to maximize the benefit of

NARPM® association. Maintains the official records of the chapter.



• Secretary

• The Fundamentals of Parliamentary Procedure

• Minutes to Protect the Organization

Chapter Treasurer

Enhances the foundation for a long-term, sustainable chapter by outlining and

implementing the policies, procedures, and structure needed to maximize the benefit of

NARPM® association. Maintains the financial records of the organization.

• Treasurer



NARPM CHAPTER PRESIDENT

Job Description

Function: To enhance the foundation for a long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To provide vision

and leadership for the chapter. To facilitate meetings.

Duties/Responsibilities:

1. Utilize resources provided by national at www.narpm.org under the Chapter

Resources tab. Be sure to read each position description and browse through

the chapter leadership section of the web site.

2. Verify that the chapter's articles of incorporation and bylaws are on file with

the appropriate state agency. If they are not, complete and file them.

3. Organize a membership meeting to elect officers. All positions listed below are

required; it is possible to "double" positions. Give each member a job

description.

1. President

2. Vice President

3. Secretary

4. Treasurer

4. Form committees (some or all). Give each committee chairperson a job

description. Note that it is also possible to "double" positions. Give each

member a job description.

1.

2.

3.

4.

5.

6.

7.

8.

Membership

Education

Legislative

Newsletter/Publications

Web Site

Arrangements

Affiliates

Certification

5. Attend Leadership Conference. Up to $200 will be paid for by the membership



committee. Chapters should plan to send their president-elect to the

conference in future years at the expense of the chapter.

6. Hold strategic planning meeting with the board and subcommittee chairs. Ask

each subcommittee chair to bring an outline of their vision for their area to the

meeting. Publish your annual plan in your newsletter, web site, etc. Use the

Chapter Excellence Award Application as a planning guide.

7. Contact the membership committee chair if you do not know who your

chapter's assigned liaison is for the year. That person will be here to provide

guidance for your chapter for the coming year. Never be afraid to ask for help!

8. Implement system to follow-up on the accomplishment of tasks assigned to

board members.

9. Facilitate chapter meetings by organizing presentation and keeping meetings

on time schedule.



100+ Tips for the Incoming President

By Carolyn Gardner4 with Bob Harris, CAE

"Don't take yourself so seriously"...and other nuggets of presidential advice!

Responsibilities to the Organization

"The Ist three months of

your term will be the

busiest. "

1. The first three months of your term are the most time

consuming.

2. Two months before you take office is often has the highest

dividend for planning your year.

3. The association5 belongs to the members, not to you.

4. Contact a new member lo serve on an important project, program or committee; you'll

be surprised years later when they recall that you were first person to ask them to take a

leadership role.

5. Be able to recite the mission statement - memorize it.

6. Volunteers want to make meaningful contributions - consider yourself as a conduit or

facilitator.

7. The president and the executive director work best as equal partners.

8. Serve food at meetings; but avoid too much sugar.

9. Don't ask the staff to do anything personal foryou. They are paid to manage the

association - not to manage you.

10. Do away with "tired committees;" establish quick

response task forces when they are needed.

11. You are the elected president; not the king or

queen.

12. When you spend money, always be ready and

able to justify that it is in the best interest of the

organization.

13. Know the law and the code of ethics - don't

break either.

14. If you write your president's message in the newsletter- do it with intelligence and

good grammar, don't ask staff to write your message. Consider that it will be in the

association's permanent history.

15. Your term is most likely only 365 days; then vou are history.

16. Visit the members in person or make personal calls to let them know you're a good

listener and care; invite their participation.

17. Really know the bylaws and policies.

18. One of your roles is to develop future leaders.

4 Carolyn Gardner can be contacted at the Florida Association of Realtors. Bob Harris can be contacted

through www.nonprofitcenter.com
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iy. On the board, you represent the association; not yourself or your firm.

20. Reserve a portion of each board meeting for futuristic "thinking."

21. No one can do this job alone; build your team early in the process.

22. Understand financial statements; insist on an annual audit.

23. Watch what you say at the podium...never hurt anyone with words.

24. You'll need to communicate effectively during your term - get the training necessary.

25. Let the vice president or president-elect learn as

much as possible during your term.

26. Avoid accepting gifts that may create an

impropriety - set high standards for your year.

27. Give members a reason to come to and enjoy your

meetings.

28. Encourage 100% accountability among your

volunteer leadership team.

29. On average, only 5 to 15 percent of your members/stakeholders care to serve in

leadership positions.

30. Hold a leadership retreat before your term begins.

31. Today's members are innovative and expect their association to be similar.

32. Take antitrust concerns seriously. Penalty is jail time and more.

33. Understand you are leading a professional organization; not a social club.

34. Be up front with your executive director on all issues.

35. Respect your executive director, he or she is a true professional.

36. Ask your executive director's advice before you do something controversial.

37. Defend the board's position as your own, even if you didn't agree with it.

38. Remember to consider diversity and inclusivity as you make appointments and build

your leadership team.

39. Streamline board meetings with well-planned agendas, consent agendas and rules of

order.

40. Every association has red ants - learn to deal with them.

41. Attend at least one meeting of each of your committees; as a show of support - not to

run the meeting.

42. Study the organizational chart; ifyou don't have one - create it so that you understand

the proper flow of information and hierarchy.

43. Remember that many of your board members were told, "You won'l have to do

anything when you get on the board!"

Desirable Traits and Communications

44. Be the leader your members will respect and trust for years to come.

45. Show respect for time. Meetings should start and end as announced.

46. Take your role, but not yourself, seriously.

47. Avoid secrets and promote transparency.

48. Listen to the whispers and you'll avoid the shouting.

49. You can't please everyone but strive to be respected by everyone.
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This time Tm ooly \

interested in what I /
"^^^get «rt of itl

50. Don't neglect your family or business. They need to be there and healthy when your

term is complete.

51. Stay physically fit - stress kills.

52. Be flexible. It's not important that you always win.

53. Praise in public; criticize in private or not at all.

54. Contribute to the association's causes and urge others to follow your lead,

55. Be happy...smile a lot.

56. Never say, "We have always done it that way" or "we tried that once before."

57. Don't operate in a vacuum ~ know the strategic direction and operation of related

parent and chapter organizations (including any subsidiaries.)

58. Learn to work with members of different age groups, interests,

work settings and cultures — promote diversity.

59. Desire to be inclusive — dismantle the "good ole' boys club"

image.

60. If you aren't moving forward, you are losing ground; you'll find a

year will be over quick.

61. Never use your position for personal gain.

62. Never jeopardize anything said to you in confidence.

63. Tell meaningful stories but not stupid jokes; anything

inappropriate stated in meetings and e-mail will bite you.

64. Everyone's opinion counts, especially if you are on the opposite side.

65. Mix and mingle with the members before every meeting; avoid bead-table-

snobbishness.

66. Call on other leaders (past and present) for counsel; you're not in this alone,

67. Admit your mistakes; no one has ever done this job perfectly.

68. Don't be embarrassed to say, "I don't know."

69. Even a blank sheet ofpaper has two sides; be a good listener to others' input.

70. Consider taking "the road less traveled."

71. Mistakes are the basis for experience.

72. Make a point of introducing yourself often to people of influence; reach out to meet

others.

73. Change will happen whether you are ready or noi; don't fight

it.

74. Allocate time to read, read and read.

75. Communicate, communicate, and communicate. And then

again.

76. Members don't always read. Sometimes you need to communicate in a different way;

plan on communicating your most important messages at least 3 times to be

understood.

77. Own up to hurdles that may occur during your term; don't let surprises ruin your term.

78. Be the organization's main cheerleader.

79. Have the courage to admit someone else may have a better idea than you.

80. Attitude is everything.
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81. The process of how you do it is often as important as what you do.

82. Don't take criticism personally.

83. If you promise to get back with a member, do it the same day, if possible.

84. Don't procrastinate on the hard decisions. Nobody appreciates a fence-sitter.

85. Give credit often to volunteers, staff, etc.

86. Follow the KIS theory - Keep It Simple.

87. There is a better way to do most everything - don't reject new ideas (and technology).

88. Respond promptly to email and telephone calls.

89. Promote the organization by wearing a lapel pin and use the logo appropriately.

90. Don't shrink like a violet when the difficult times come. They, too, will pass.

91. Invite everyone to enter with their opinions, but to expect to leave with a decision.

Outcomes

92. Your job is to advance the existing strategic goals; not to make a to-do list of projects

you want to do during your year.

93. You've heard the adage - "Ask a busyperson ifyou want to

get thejob done..."

94. Do fun things frequently during your term - life is short!

95. Remain focused! You'll find it easy to get off track.

96. Put the important items at the top of meeting agendas.

97. Have fun by keeping a journal and taking pictures.

98. Perception is reality.

99. Review your accomplishments every three months and make

course adjustments.

100. Membership is voluntary; you want to end your term with

more members than when you started.

101. Get the association involved in a project that has societal benefit.

102. Follow through with your promises and hold your leadership team accountable.

103. Celebrate small successes; they will add up by the end of your term.

104. Don't major in minor things. Give each issue only the time it is worth.

105. The road to success always has a few bumps.

106. Consider yourself as the steward of the organization whose outcomes will be

remembered for years, decades or longer.

107. Two or three homeruns will be considered a successful year.

108. Don't take your eyes off the goal.

109. If you're not at the table, you're probably on the menu!

Note: Additional free information to help associations and elected leaders can be found at

www.nonprofitcenter.com.
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NARPM CHAPTER VICE PRESIDENT

Job Description

Function: To enhance the foundation for a long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To assist in the

leadership of the organization and prepare for the presidency.

Duties/Responsibilities:

1. Utilize resources provided by national at www.narpm.org under the Chapter

Resources tab. Be sure to read each position description and browse through

the chapter leadership section of the web site.

2. Attend Leadership Conference in the absence of the president. Up to $100 will

be paid for by the membership committee. Chapters should plan to send their

president-elect to the conference in future years at the expense of the

chapter.

3. Assist in the coordination and execution of organizational activities.

4. Arrange membership meeting location and speaker needs.

5. Prepare the chapter excellence application annually.

6. Facilitate board meetings in the absence of the president.

7. Facilitate chapter meetings in the absence of the president.



NARPM CHAPTER SECRETARY

Job Description

Function: To enhance the foundation for a long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To maintain the

official records of the chapter.

Duties/Responsibilities:

1. Utilize resources provided by national at www.narpm.org under the Chapter

Resources tab. Be sure to read each position description and browse through

the chapter leadership section of the web site.

2. Maintain the official records of the association.

3. Record the minutes of the organization's board meetings.

4. Provide the member sign-in sheet for membership meetings and file.

5. Send out meeting notices by broadcast fax or broadcast email.



Minutes to Protect the Organization

The purpose of taking minutes is to protect the organization and the people who

participate in the meeting. The minutes are not intended to be a record of discussions, or

serve as a newsletter for the organization. Recent court decisions support this.

In the case, Multimedia Publishing of NC v. Henderson County, the court noted, "the

purpose of minutes is to provide a record of the actions taken by a board and evidence

that the actions were taken according to proper procedures. If no action is taken, no

minutes (other than a record that the meeting occurred) are necessary."

In another case, Marcady v. City of Winston-Salem. the court wrote, "generally, the

minutes should contain mainly a record of what was done at the meeting, not what was

said by the members. Their purpose is to reflect matters such as motions made, the

niovant, points of order, and appeals - not to show discussion or

absence of action." This decision highlights what association counsel

frequently emphasize when advising association executives regarding

minutes - they should be kept as brief as possible, and should only

reflect action taken at the meeting.

These guidelines will help volunteers and staff members take minutes that will protect the
c

omanization.

• Accurate minutes should be kept for all official meetings, including committee and

chapter meetings.

• Minutes should be a record of what was considered and accomplished at a meeting,

not a record of conversations, reports and work assignments. They should not include

sidebar conversations, if they occur.

• Minutes should indicate the place, date and time of the meeting and the names of all

participants at the meeting, including persons arriving late or leaving early, guests and

staff.

« The ultimate legal importance of meeting minutes can be substantial if antitrust, tax.

advocacy or other legal issues are raised in litigation or some other context. (In

several antitrust cases, recollections by those who attended meetings were disregarded

in the face of (he official minutes.) Include a staiemcnt in the minutes about

distribution of financial report* and approval or corrections to prior minutes.

» From time to lime, minutes may contain self-serving statements to protect the

organization, for example. "An antitrust avoidance statement was read and distributed
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lo the board.'1 This is 10 the advantage ofihe organization.

• Drafts of minutes, notes and audio or video recordings should NOT be retained in the

organization's files once the minutes are approved. The chief elected officer and

staff must be sure they are discarded. The organization .should have a policy about

who may create audio and video recordings,

• Distribute minutes with in a reasonable time following the meeting to those who

attended, those who were supposed to be at ihe meeting and then safeguard them in

the permanent files of the organization. If you distribute minutes electronically, be

sure your bylaws and corporate laws permit this.

Consider asking legal counsel to review minutes before they are distributed to be certain

no liability is created for the association.

coi'Srce ~ Sob Harris. CAsE 29



NARPM CHAPTER TREASURER

Job Description

Function: To enhance the foundation for a long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To maintain the

financial records of the organization.

Duties/Responsibilities:

1. Utilize resources provided by national at www.narpm.org under the Chapter

Resources tab. Be sure to read each position description and browse through

the chapter leadership section of the web site.

2. Send out member renewal forms in November of each year.

3. Collect dues and record.

4. Pay expenses of the organization.

5. Arrange for the preparation of the federal and state tax returns.

6. Provide financial statements to the board.

7. Prepare the annual budget for consideration.

8. Arrange for the preparation of the annual federal and state tax returns.



NARPM CHAPTER AFFILIATE CHAIR

Job Description

Function: To enhance the foundation for a long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To invite and

welcome the participation of vendor members in the organization.

Duties/Responsibilities:

1. Utilize resources provided by national at www.narpm.org under the Chapter

Resources tab. Be sure to read each position description and browse through

the chapter leadership section of the web site.

2. Solicit and welcome participation of vendors in the chapter.

3. Arrange for vendor spotlights at meetings in the chapter newsletter.

4. Consider holding and arrange vendor fairs.

5. Select the best quality vendors for the affiliate relationships with the chapter.

6. Leverage vendor benefits (i.e., vendor discounts, vendor preference to services

to NARPM members, etc.)



NARPM CHAPTER EDUCATION CHAIR

Job Description

Function: To enhance the foundation for a Long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To select and

arrange for educational topics, speakers, and membership activities.

Duties/Responsibilities:

1. Utilize resources provided by national at www,narpm.org under the Chapter

Resources tab. Be sure to read each position description and browse through

the chapter leadership section of the web site.

2. Determine educational wants of members (i.e., verbal and written surveys).

3. Solicit and secure speakers for meetings. Be creative because there are

thousands of topics that would be beneficial and equally as many local speakers

who would be willing to lead discussions or speak to your chapter.

4. Coordinate national speakers and classes as desired by the chapter.

5. Work with other chapters to provide combined educational events and state or

regional conferences.

6. Arrange for continuing education credit if possible.



NARPM CHAPTER LEGISLATIVE CHAIR

Job Description

Function: To enhance the foundation for a long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To keep abreast

of local taws and ordinances that impact members in your chapter.

Duties/Responsibilities:

1. Utilize resources provided by national at www.narpm.org under the Chapter

Resources tab. Be sure to read each position description and browse through

the chapter leadership section of the web site.

2. Develop relationships with the local apartment association.

3. Subscribe to legislative newsletters and monitor for activities which impact

property management in your area.

4. Develop a local mailing tree to advise members of actions in local or state

governing bodies which are open for public comment on topics related to

property management.



NARPM CHAPTER MARKETING CHAIR

Job Description

Function: To enhance the foundation for a long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To promote

chapter events and communication with members and prospective

members.

Duties/Responsibilities:

1. Utilize resources provided by national at www.narpm.org under the Chapter

Resources tab. Be sure to read each position description and browse through

the chapter leadership section of the web site.

2. Coordinate the chapter newsletter. Contact www.landlordsource.com to



NARPM CHAPTER MEMBERSHIP CHAIR

Job Description

Function: To enhance the foundation for a long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To invite and

welcome the participation of prospective members in the organization.

Duties/Responsibilities:

1. Utilize resources provided by national at www.narpm.org under the chapter

leader tab. Be sure to read each position description and browse through the

chapter leadership section of the web site.

2. Record prospective members in the online database.

3. Personally call and invite prospective members to meetings.

4. Welcome members as they enter the meeting..



NARPM CHAPTER CERTIFICATION CHAIR

Job Description

Function: To enhance the foundation for a long-term, sustainable chapter by

outlining and implementing the policies, procedures, and structure

needed to maximize the benefit of NARPM association. To promote

NARPM classes and designations to members.

Duties/Responsibilities:

1. Utilize resources provided by national at www.narpm.org under the Chapter

Resources tab. Be sure to read each position description and browse through

the chapter leadership section of the web site.

2. Convey information about potential NARPM classes in the area.

3. Convey information about the value and benefit of NARPM classes.

4. Convey information about the benefit of professional designations.
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