
About NACE

MISSION STATEMENT:

To assist caterers in achieving career success by raising the level of
education

and professionalism of the catering industry.

NACE is the oldest and largest professional association that addresses all aspects of the
catering industry. Through the collective efforts of members, local chapters, committees and the
Foundation of NACE, NACE is at the forefront of the issues that directly affect you and your
business.

From practical tips that you can use to provide better service to your clients, to
recognition and marketing programs that enhance the credibility and professionalism of the field,
NACE is on the cutting edge. From educational programs and standards, to ethics and legislative
monitoring, NACE leads the way.

NACE Chapters: Your Involvement Begins At Home

When you join NACE, you instantly become part of a local chapter or a member-at-large.
NACE has over 40 chapters offering monthly meetings that feature nationally renowned
speakers, educational programs, idea sharing and networking. There is a chapter fee to attend
local events.

Through Chapter involvement, you'll have an opportunity to work on community service
projects and voice your opinion about issues that affect you locally and nationally. The NACE
Board of Directors and National Headquarters listen and respond to the needs, concerns and
suggestions of local chapters. Your chapter involvement is at the very heart of what NACE is all
about – learning, sharing, and growing.

Now It’s Your Turn

If you believe in your career and the catering profession; if you believe in the value of
education, networking, information and resources; if you believe that individuals can accomplish
more together than alone, NACE is for you. By working together, there are no limits to what we
can accomplish for our profession, our employers and ourselves.
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History and Overview

Written by Larry Osburn, CPCE, NACE Region 3 Vice President and National Historian, July
1998

NOTE: The following was information was obtained from recent interviews
with Vincent Definis and Helen Roberts CCE, Past National Board Members

The association of NACE (The National Association of Catering Executives), observed its
40th anniversary on June 3rd, 1998. The association, which has become the oldest and largest
catering association in the world, was founded in 1958 as the Banquet Managers Guild. A look at
how and why the association was founded is a discovery of the evolution of the catering industry
itself.

Mr. Vincent Definis, first national president of NACE relates "Before World War II,
catering was a status symbol for the very rich. Most of the catering occurred in hotels where the
rich had a home away from home, sometimes occupying an entire floor. Many of these were from
Europe and so they stayed for long periods of time. Most had their own staff when they
entertained. The Maitre ' D was a very respected person who supervised the staff."

"After the war, many companies who had been involved in making products for war, had
to find another product to manufacture. This resulted in the industrial revolution. There were new
products created, resulting in the people selling these products having to travel and the beginning
of the sales meetings, as we know today. This coincided with the increase in air travel, which
meant that less leisure travelers were occupying hotel rooms for extended stays.

Hotels noticing the increase in revenue from business travelers began to set up sales
departments. They also began to create meeting and ballroom space especially for this
business."

"As the number of people in hotel sales and other executive positions increased, several
saw the need to create associations. Among those formed were the American Hotel Association,
The Hotel Sales and Marketing Association and the Food Service Executives Association."

"In the early 1950's, several hotels began to hire sales managers specifically to sell
catering, most of these individuals reported to the sales and marketing department. As the
potential for business continued, several of the hotels saw the need to establish a catering
department. The Waldorf Astoria in New York City was one of the first to create such a
department and following their lead, other hotels saw the potential for business. As more hotels in
New York added catering departments, they recruited from the Waldorf Astoria for Directors of
Catering to run their departments. In fact it was such a breeding ground that probably the first 15-
18 DOCs in New York were originally employed at the Waldorf Astoria."

"At this time there were not any chains, so these Directors decided that they should form
an organization to keep all the business within themselves as well as promote good fellowship
and relations. They also felt that their positions were not being recognized on the same level as
the Directors of Sales and Marketing. They could promote their positions through an association.
Thus the Banquet Managers Guild was formed. The date was June 3, 1958."
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For two years, the Banquet Managers Guild existed only in New York City. In 1960 Joe
Haney, who had previously worked at the Waldorf Astoria left and took over as General Manager
of the Warwick Hotel in Philadelphia. He encouraged his catering manager, Vincent Definis, to
join the Banquet Managers Guild in New York. He went to see Clyde Harris, current president of
the guild, saw the potential for the association, joined the guild and was member number 12.

Travel to New York on a regular basis was difficult for Mr. Definis, so he began forming a
Philadelphia chapter. 1n 1964 this was accomplished and the Banquet Managers Guild became a
national association.

In 1965, the first seminar that preceded what we now know as the NACE Educational
Conference was held at the Belden Stratford hotel in Philadelphia with 32 attendees. This was
followed by the next year with 50 people in attendance in the Wedgewood room of the Waldorf
Astoria. From this beginning, the conference became an annual event.

The Banquet Managers Guild continued to expand. Chapters were soon added in Atlantic
City, Washington D.C., Boston, St. Louis, Miami, Chicago and Atlanta. The name was changed to
The National Association of Catering Executives: NACE, in 1980. According to Helen Roberts,
first women on the NACE Board of Governors: "It was felt that The Banquet Managers Guild was
not a descriptive name for the association anymore. Many of our members were Directors of
Catering, and Catering Managers and if we were to continue to raise the level of professional
recognition, the name change was necessary. The new name also enabled the association to
attract members who were off-premise caterers, which is a sizable part of our industry."

NACE continued to grow and in 1985 surpassed 1000 members. It became necessary to
hire a management company to handle the day to day operation of the association. In 1985, the
association strengthened its focus on education with the creation of the NACE Foundation.

In 1986, the Certified Catering Executive (CCE) designation was also created and the
first exam for this purpose was given. In keeping with this need to focus on educating our
members, the annual convention became the annual educational conference in 1989. In 1994,
the CCE designation was upgraded to the Certified Professional Catering Executive (CPCE). Also
in 1994 the Foundation of NACE, who had previously given grants to universities for catering
related programs, created the Catering Research Institute at the University of Houston.

Looking to the future in 1995 NACE undertook the process of planning for the future
where a strategic plan was made. This has resulted in the refocusing of association issues
coming from the membership instead of the board of directors as it was in the past. This resulted
in the creation of the Chapter President's Council.

NACE has become an association of over 3000 members in more than 45 chapters in the
United States and Canada. However NACE continues to keep current with technology to benefit
its members and therefore the industry. The recent addition of the NACE web site at
www.NACE.net is an example of this. Members will have access to a vast world of resources to
benefit their careers and their professional development.

As NACE celebrates its 40th anniversary in 1998, its purpose, to promote the
professionalism of the catering industry, remains much the same as it was in 1958. It is
interesting to see how the evolution of NACE parallels the evolution of the catering industry itself.
The association has become a significant voice in the hospitality industry; a voice that will
continue to become more prominent as the industry and the association evolves.

_____________________________________________________________
Historical Addendum: In 1999, NACE became a self-managed organization and established offices in
Columbia, Maryland. A full time Executive Director and staff were hired and all operations are now handled
directly, with the Executive Director reporting to the NACE Board of Directors.
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NACE Code of Ethics

 J Members shall, at all times, conduct themselves and their professional activities in
conformance with the laws of the land.

J Members shall keep the concerns of their clients foremost in mind in the conduct of their
business, consistent with the objectives of their employers.

J Members shall continuously work to improve their knowledge and skills to the benefit of
their clients, themselves, NACE and the organization they represent.

J Members will have sympathetic understanding of the problems of fellow members. This
understanding is a unifying and strengthening force.

J Members shall transact all business on behalf of the association in accordance with the
bylaws, policies and procedures manual, laws of the land and this code of ethics.

J Members shall not engage in activities harmful to the purpose of NACE, nor use their
position in the association to exploit personal views.

J Members shall devote themselves to giving of their time and talent to the communities in
which the live, work and play, without regard to rewards therefrom.

J Members shall encourage promising persons to enter the profession of catering and to
grow therein to become the best in their chosen profession.
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NACE Membership Benefits

Industry Involvement

Not only does NACE offer members an opportunity to network with fellow catering
industry professionals. The Association monitors key issues affecting the industry and provides
properly insured and licensed off-premise caterers and suppliers with promotional materials
concerning food sanitation and safety. Through NACE, you are able to voice your opinion about
issues that affect you locally and nationally.

Educational Opportunities

In addition to the local chapter meetings each month, NACE holds two national
conferences each year. The Leadership Conference in January is designed to train chapter
officers. The Educational Conference  in July is one of the largest events in the world dedicated
exclusively to the professional caterer and industry suppliers. Nationally recognized speakers,
chefs, catering and convention services professionals present a comprehensive educational
program. Exciting events showcase the best and brightest in menu planning, food preparation,
service, entertainment, event planning and décor.

Professional Certification

As education is one of the main goals of NACE, the association has developed the
Certified Professional Catering Executive (CPCE) Certification Exam, which is designed to raise
the standards of performance in the catering industry. NACE members who achieve the CPCE
status represent the best in the catering, convention services and event professions. Details
about CPCE criteria, study materials, test dates and locations, and exam fees are available from
NACE National Headquarters. More details can be found on the NACE website and in Section 10.

Foundation of NACE

NACE also has an educational foundation that provides funding for catering education,
catering research, and grants to colleges and universities offering catering courses and degree
programs. The Foundation of NACE was created by the parent association in 1985 to enhance
the education of tomorrow's catering professionals. More details on the Foundation can be found
on the NACE Web Site and in Section 10.

The NACE Catering Research Institute (CRI)

The CRI provides a research vehicle for catering professionals and a comprehensive
curriculum for individuals who wish to pursue catering and convention services as a career.
Research assistance includes menu development, salary surveys, event themes, legal issues,
data analysis, curriculum design and catering information as requested. Educational opportunities
include management training work experience, mentoring, curricula enhancement and
student/faculty scholarships. More details on the CRI can be found at www.cateringresearch.org
and in Section 10.

The NACE Website – www.nace.net

The NACE website is a primary source of communication with our members. The site
contains in-depth information and resource on membership benefits to conference information,
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chapter management tips to a career center, newsletters to important industry links, as well as
many local chapter sites. You can access your peers through the on-line member directory, as
well as download documents and registration forms for educational programs.

The Professional Caterer Newsletter

NACE members receive a bi-monthly newsletter highlighting the newest member benefits
and programs to grow your career. Read articles about the catering industry from education to
fundraising concepts.

Awards Program

NACE established an annual awards program to honor its members' highest
achievements and outstanding contributions to the catering profession. Winners are recognized
at a gala awards ceremony held during the Educational Conference, as well as through articles in
The Professional Caterer and industry press releases. More details can be found on the NACE
website and in Section 10.

     Awards include:
               Best Event Production
               Catered Event of the Year
               Best Theme Food & Beverage Presentation
               Chapter Program of the Year (NACE Chapters only)
               Best NACE Chapter Fund Raising Event (NACE Chapters only)
               Spirit of NACE Award
               Chapter Community Service Award (NACE Chapters only)
               Chapter of the Year Awards (membership under 100; 100 & over)
               Caterer Member of the Year
               Affiliate Member of the Year

  NACE Hall of Fame Award

Insurance

Through Quadrant Insurance, NACE offers members a comprehensive package
program, providing insureds with full liquor liability (with a host liquor component), all risk
business property, transit coverage, food spoilage, coat room liability, parking attendant liability,
loss of income coverage and general auto and umbrella liability. Event cancellation is also
available as an add-on. Go to www.nace.net for more details.

Annual Directory/Vendor Discounts

To enhance networking opportunities, members are listed in NACE’s online member
directory.  Go to www.nace.net and click on “Member Directory.”  To caccess, you must have
your NACE member ID. NACE has also negotiated with several suppliers to provide products and
services to members at special rates, including professional liability insurance, airline tickets and
car rentals.

Amazon.com

Through the NACE website, a selection of publications for the catering and hospitality
industry is available through a link to amazon.com. All you have to do is take a look at the list and
place your order – no time lost in researching what's available!
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Chapter President

RESPONSIBILITIES

J Must be a Primary Member.

J Must have served one term on the Board.

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Monthly report to the NACE National Executives Committee and the local chapter.

J Oversees the direction, financial stability, image and unity of the chapter.

J Network and maintain public relations efforts relating to special events, industry-affiliated
organizations and the needs of the local membership.

J Chair board of directors meeting, create agenda and send out at least one week prior to
board meeting.

J Act as chair of monthly educational meetings to include updating membership on recently
developed chapter and national news.

J Attend all Chapter President Council (CPC) meetings and the annual Leadership
Conference and Educational Conventions to represent the local chapter and submit a
written report to National prior to each Conference and Convention.

J Serve as liaison between the local chapter and NACE National.

J Serve as official representative of the chapter to allied organizations, unless a
representative is appointed.

J Serve as ex-officio member, without vote, on all committees except the nominating
committee.

J Appoint committee chairs, if vacancy occurs, with approval of the board.

J Complete monthly transmittal reports and confirm with treasurer and membership
director.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Vice President

RESPONSIBILITIES

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Must be a Primary Member.

J Schedule locations for monthly meeting in conjunction with the Board and Program Chair.

J Send out monthly invitations to chapter meetings.

J Receive RSVP's from members and guests; confirm number of attendees with treasurer.

J Handles contracts between the chapter and the hosting facility.

J Coordinate menu (if necessary), AV needs and final attendance count with host property
or caterer.

J Coordinates with Chapter Affiliate Representative for Affiliate member donations.

J Manage meeting check-in for all attendees; work with Chapter Treasurer to coordinate.

J Act as chapter president in their absence in accordance with chapter by-laws.

J Submit a written report to the Board monthly.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Past President

RESPONSIBILITIES

J Must have served as Chapter President.

J Serve as Nomination Chair and coordinates installation of new officers.  Work with
President on succession planning for future boards.

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Provide experience and guidance to the decision making process to the Board of
Directors.

J Serve on committees as assigned by Chapter President.

J Submit a written report to the Board twice per year.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Treasurer

RESPONSIBILITIES

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Open to all Members.

J Work with Chapter Vice President to coordinate meeting check-in table.

J Collect money as guests check-in and give receipts.

J Confirm number of attendees with Chapter Vice President and Host Facility; pay Host
Facility at end of meeting.

J Monthly financial report to Chapter Board and National:
Monthly expenses, receipts, raffle monies and membership income, up-to-date record of
raffle income.

J Yearly summary.

J Work with entire Board to develop budget.

J Balance bank statement with checkbook.

J Receives mail for the chapter through post office box or other address agreed upon by
the Board.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Secretary

RESPONSIBILITIES

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Open to all Members.

J Take minutes for each board meeting.

J Send minutes out to entire board within one week of
last meeting.

J Has Board approve prior months meetings minutes at
each board meeting.

J Notify and send reminders to all Board members about
Board meetings. (phone, fax, email)

J Write thank you letters to host facility and all members
who provided or donated services for the meeting.

J Maintain all NACE Correspondence.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Affiliate Representative

RESPONSIBILITIES

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Must be an Affiliate Member.

J Acknowledges all Affiliates during the year.

J Acts as liaison between the Affiliate members and the catering membership.

J Confirms with Chapter Vice President the Affiliate members who will be donating or
providing services for monthly meeting.

J At the meeting, announces the Affiliates who have donated or provided services for the
monthly meeting.

J Forwards above information to secretary for formal thank you letter.

J Attends Leadership Conference and Educational Convention as a representative of the
chapter.

J Reports to Affiliate membership - through newsletter or verbal report - on National
information.

J Plans the Affiliate showcase or “Monthly Meeting Spotlight” with the Program Chair. Point
of contact for all participating Affiliate members.

J Submit a written report to the Board monthly.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Membership Chair

RESPONSIBILITIES

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Open to all Members.

J Develop and implement an ongoing membership retention and recruitment campaign for
NACE.

J Develop a committee of members dedicated to membership growth.

J Provide programs to support the chapter and enhance the effectiveness of the chapter.

J Promote membership drives.

J Correspond with prospective members.

J Follow up with guests from monthly meetings.

J Correspond with National Office Membership regarding new members, renewals and
prospective member.

J Liaison with hospitality chair regarding new members at monthly meetings.

J Verify membership list received from the National office and advise of new members if
not recognized in a timely matter.

J Communicate to National membership roster changes via Membership Update Form:
new address, name, business, phone, fax, e-mail and any other changes.

J Call new members and welcome them.

J Call dropped members and cancelled members in an effort to re-recruit.

J Introduction of new members at monthly meetings.

J Submit a written report to the Board monthly.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Program Chair

RESPONSIBILITIES

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Open to all Members.

J Work with board to establish a budget for speakers and ways to generate revenue.

J Develop committee to assist in planning and executing meetings.

Work with entire board to establish a selection of diverse and interesting speakers,
including but not limited to motivational, marketing/sales, management, customer service,
and catering related issues. Choose appropriate programs that can be presented in an
effective manner.

J Coordinate with Hospitality Chair on guests attending so
introductions can be arranged.

J Submit the speaker's bio and/or program information to
newsletter.

J Confirm equipment needs with the speaker and coordinate with
Chapter Vice President.

J Welcome speaker at the meeting, introduce to board members.

J At the time of the program, give speaker introduction followed by a gracious thank you.
Generate applause at the end of the presentation.

J Monitor and facilitate all programs.

J Follow up with Chapter Secretary for thank you letter to speaker.

J Submit a written report to the Board monthly.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Newsletter & Web Site Chair

RESPONSIBILITIES

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Open to all Members.

J Publish a monthly newsletter to send to all NACE members and prospective members.
Encourage members to write an article on a subject with which they are knowledgeable.
Many chapters send their newsletter via e-mail. This is a cost effective way to get news to
your members!

J Collect or find articles and press releases about relevant trends or information in the
industry to publish in the newsletter. Send to web master for inclusion on chapter
website.

J Include monthly meeting announcements in newsletter and on website.

J Publish current news about members: new job, promotion, wedding, baby…

J Correspond with President and Membership chair on membership roster: keep current
names, address, new members, dropped members and visiting guests (3-month max).

J Produce local directory of members.

J Coordinate with other board
members: Letter from the President,
Program Chair for speaker and
program news, Affiliate News, Vice
President on next host location (and
theme, if applicable) as well as
upcoming dates and host locations.

J Web site:
• Include each month: dinner

information with host
location, address, phone, fax,
web address of host location
and information about
speaker with bio and web
address if noted.

• Publish recap of last meeting and names of businesses & members who donated
or provided services.

• List upcoming meetings and locations.

J Submit a written report to the Board monthly.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter Historian Chair

RESPONSIBILITIES

J Represent the membership at
all 

Local and National Board Meetings.
.
J Open to all Members.

J Maintain all pictures, videotapes of monthly meetings, programs, Leadership Conference,
Educational Convention and any other NACE chapter involvement.

J Hold all library resource material: CRI, Foundation, Chapter Awards or Submissions, and
any purchased material.

J Chair the Award Submissions Program for Chapter entries into the National Awards
Program.

J Keep copies of monthly newsletter and invitations.

J Submit a written report to the Board twice per year.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.



Chapter Hospitality Chair

RESPONSIBILITIES

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Open to all Members.

J Greet guests at sign-in table (make sure to get a business card) and make them feel
welcome and comfortable.

J Introduce guests to individual members and membership chair.

J Makes sure guests are seated with other members.

J Introduce guests at meeting and allow them the opportunity to tell members about their
business.

J Provides closing annoucements: invitation for next meeting, thank you's to all appropriate
participants, etc.

J Provides names of guests to membership chair for follow-up.

J Sends thank you notes for attending and expressing an interest in the Association.

J Call guests who have not attended in awhile.

J Submit a written report to the Board monthly.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Chapter PR & Media Relations Chair

RESPONSIBILITIES

J Represent the membership at the Board meetings and all other local and National NACE
meetings.

J Open to all Members.

J Interact with media to provide information on chapter activities, meetings, fundraisers and
members.

J Maintain and update media list and contacts to include local, regional and national print
and electronic media.

J Prepare and submit press releases and calendar listings on NACE monthly meetings and
programs.

J Prepare and submit press releases (with photos) after each Leadership Conference and
Educational Convention.

J Prepare and submit press releases (with photos) after each Chapter election.

J Prepare and submit press releases on NACE activities as requested.

J Submit a written report to the Board monthly.

J Represent NACE in a professional and ethical manner as prescribed by the Code of
Ethics.
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Recognizing Outgoing Officers and
Committee Members

Each time there is a change of officers, directors and committee members, it is important
to recognize and thank each person for their contributions to the chapter.

Please note that the following information is a general script for your reference. It can be used verbatim, or as a guideline
to develop a presentation for your specific chapter.

Thank you gifts are recommended. Your board and committee may receive the same gift
or you may choose to give your executive board something a little different. Plan on giving your
outgoing president an additional gift or something a little extra special.

EXAMPLE of Recognition and Thank You Program

Outgoing Officers, Directors and Committee members

It is appropriate that we hold this year’s installation and recognition of our outgoing board
at (Host Location) because our chapter’s outgoing board of directors really encompassed many
things during their term.

As we call your name, please step forward and stand to the side until we have finished.
We ask everyone to please hold your applause until all members we are recognizing have been
called.

Historian – (member name)

Thank you for your diligence in gathering the chapter history during your term and
monitoring us along the way!

Public Relations – (member name)

You helped promote our chapter meetings through the newspaper, newsletter and web
site. We all appreciate your media savvy.

Newsletter – (member name)

Your positive attitude and willingness to help is a huge asset to our chapter.  We thank
you for taking on this big task with such heart.

Affiliate Rep – (member name)

Always anxious to be involved, you helped create excitement about the educational
conference and communicated with the affiliates about National issues.  With the help of your co-
chair, (member name), you ended your term with a great Affiliate showcase!

Membership – (member name)
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For those of you who joined this past year, I am sure you appreciated (member name)
soft sell and common sense approach. (member name) co-chaired this position and we could not
have two more valued members.  They are a great reflection of our Chapter.

Programs – (member name)

The heart and soul of our chapter, (member name) has done a fantastic job with a
variety of programs and information.  It was one of the reasons attendance has been strong each
month.

Hospitality – (member name)

There is nothing more frightening than being ‘new’ and not knowing a soul in the room.
(chapter name) NACE was fortunate to have (member name) as our warm greeter at our
meetings.  With the help of co-chairs (member name) and (member name), they helped to
create an environment for new guests that we can be proud of.

Treasurer – (member name)

Always sitting at the registration desk with a smile on her face, (member name) counted
and balanced our checking account to the last penny, despite the fact that she had a busy year
personally! Your professionalism and wonderful attitude is a benefit to our chapter.

Secretary – (member name)

Who was there?  What did we say?  Who will do what?  Thanks to (member name) we
have those answers, usually overnight!  I do not believe our chapter has had a more diligent
secretary who participated with such excitement and is always willing to help.

Vice President – (member name)
(member name) also has a warm greeting and smile when we arrive each month.  Your

ideas and suggestions were always very valued, and we thank you for your wonderful insight in
arranging these great meeting places for us each month.

President – (member name)

With your guidance and leadership, this past year has been (chapter name) NACE best!
Thank you for all you have done, the time you have devoted to help our chapter grow and to stay
strong.  We look forward to your continued guidance as you move into the role of past president.

Please extend a generous Thank You to our outgoing officers, directors and committee
members!  (They can now be seated)
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Standard Installation

(Chapter) NACE INCOMING (year - year) BOARD OF
DIRECTORS and Committee Chairs

It is important that you do an installation, and that you hold this on a regular dinner
meeting night. However, it does not have to take the place of a regular meeting but can be a
planned section of the business meeting.

Please note that the following information is a general script for your reference. It can be used verbatim, or as a guideline
to develop a presentation for your specific chapter.

At this time, we would like to announce the incoming board of directors and committee
chairs. Please come to the stage as your name is called and remain here until everyone has been
announced. (some chapters present a rose or other flower to each incoming member.)

Public Relations & Media  -  (member name)
Historian  -  (member name)
Membership  -  (member name)
Hospitality Chair  -  (member name)
Newsletter / Web Site Chair  -  (member name)
Programs Chair -  (member name)
Affiliate Rep Chair  -  (member name)

White symbolizes zeal, purity and perseverance.  We trust that each of you will discharge
your duties with this zest and perseverance for the betterment and advancement of NACE and
our chapter.

Secretary  -  (member name)

Red is the symbol of vigilance and alertness, and we entrust these qualities to you as you
maintain and encourage the pulse of communication and record keeping for our chapter.

Treasurer – (member name)

Green is the symbol of growth and prosperity, and serves as a constant reminder of good
fortune and diligence, which we entrust to you on our behalf.

Vice President– (member name)

Blue is the symbol of loyalty and friendship.  We entrust these qualities to you, as you
maintain the traditions of excellence within our chapter.
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President – (member name)

The color gold has been held in high esteem for centuries, a symbol of value, honesty
and sincerity.  We stand ready to support and assist you as you carry on and set goals for our
chapter to reach.

Please face the audience, hold the rose in your left hand, and raise your right hand:

"Do you, on behalf of the (chapter) NACE, swear to discharge your respective duties with
diligence, dedication and professionalism: to work together as our governing body as a
team with sincerity and good humor, and to uphold the bylaws, charter, goals and ideals
of this association with vision and commitment to the best of your ability?"

If so, please answer I WILL.

And to our members and guests here this evening:

"Your elected officers and committee chairs have now made a commitment to fulfill their
responsibilities, but their goals cannot be met single-handedly.  They need each of you to
help.  By your attendance and enthusiastic support of  (chapter) NACE and nationally,
your leaders can achieve success at the highest level."

Please join me in a warm round of applause in greeting your new Board of Directors and
Committee Chairs!
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