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The	National	Kitchen	+	Bath	Association	(NKBA)	is	a	non-profit	trade	group	that
promotes	professionalism	in	the	kitchen	and	bath	industry.	Established	in	1963	as	a
network	of	kitchen	dealers,	it	has	evolved	into	the	premier	association	of	designers,
retailers,	remodelers,	manufacturers,	distributors,	fabricators,	installers,	and	other
industry	professionals.

Today,	the	NKBA	represents	an	unparalleled	network	of	peers,	tools	and	resources
designed	to	support	professional	growth	and	business	success.

The	association’s	vision	is	a	world	in	which	everyone	enjoys	safe,	beautiful,	and
functional	kitchen	and	bath	spaces.	Our	mission	is	to	help	make	it	happen	through
the	creation	of	marketplaces,	networks,	affiliations	and	certifications	that	raise	the
level	of	professionalism	by	inspiring,	leading	and	empowering	each	member	of	
our	community.

The NKBA
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Student Chapters

The	NKBA	supports	student	chapters	across	North	America.	NKBA	Affiliated
Schools	can	enjoy	the	many	benefits	of	having	an	NKBA	student	organization	
on	campus.

The	main	goals	of	an	NKBA	Student	Chapter	are	to	encourage	involvement	of
students	in	NKBA	Affiliated	Schools	programs,	to	offer	students	a	venue	to	network
with	fellow	students	and	professionals,	to	establish	a	firm	link	between	affiliated
schools	and	their	local	NKBA	chapter,	and	to	introduce	students	to	the	benefits	of
ongoing	NKBA	membership	throughout	their	careers.

Student Chapter Officers

Volunteering	as	an	NKBA	Student	Chapter	Officer	is	a	rewarding	experience
that provides opportunities to network with professionals and gain leadership
skills.	Student	chapters	must	have	a	faculty	program	coordinator	(advisor)	and	a
minimum	of	three	elected	officers	including	a	president	and	programs	chair.	The
following	information	details	the	student	chapter	officer	positions.

Design: Mary Maney, CKBD | Photo: Rob Grosse
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President

Primary Roles
 	+		Lead	student	chapter	meetings
  +		Recruit	new	officers
  +		Possess	an	understanding	of	each	officer	position
  +		Develop	of	a	succession	plan
  +		Ensure	the	facilitation	of	an	election	process	for	officers	in	accordance	
						with	the	NKBA	and	Affiliated	School	guidelines
  +		Plan	for	the	academic	year
  +  Set goals
  +  Pursue new initiatives
  +		Collaborate	with	the	local	NKBA	Chapter
  +		Oversee	completion	of	required	reporting

Skills | Experience
  +		Current	or	prior	chapter	officer/previous	leadership	experience
  +		“Big	picture”	thinker
  +		Detail-oriented
  +		Effective	communicator
  +		Enthusiastic	and	approachable
  +		Organized	and	detail-oriented

Comfortable with
  +  Delegation
  +		Public	communication

Design: Kendall Ansell Co-designer: Katelyn Woods | Photo: Janis Nicolay
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NKBA	Student	Chapter	Presidents	exercise	general	responsibility	and	oversight	of	all
student	chapter	activity	and	the	performance	of	student	chapter	officers	and	chairs.	

They	lead	meetings	of	the	student	chapter	and	student	chapter	officers.	Particularly	
when	it	comes	to	larger	student	chapters,	presidents	may	wish	to	utilize	Parliamentary	
Procedure	during	meetings	to	maintain	order	and	courtesy	amongst	participants.

Presidents	ensure	that	all	required	information	is	forwarded	to	the	NKBA	and	to	their
affiliated	school	as	needed.	They	ensure	the	enforcement	of	the	rules,	regulations,
policies,	and	bylaws	of	the	association.	They	also	must	ensure	that	the	student	chapter
abides	by	all	student	organization	policies	at	their	affiliated	school.

As	leader	of	the	student	chapter,	the	president	holds	a	planning	session	at	the	beginning
of	each	school	term.	They	develop	student	chapter	goals	with	the	other	officers.	Student
chapter	goals	and	activities	should	support	the	NKBA	mission	and	vision.	To	help	
achieve	their	chapter’s	goals,	presidents	can	appoint	committee	chairs.	The	student	
chapter	president	serves	as	an	ex-officio	member	of	all	committees	established	within	
the	student	chapter.

Design: Svetlana Tryaskina | Photo: Mike Chajecki

President
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Programs Chair

Primary Roles
		+		Plan meetings and events
		+		Coordinate	field	trips
		+		Social	gatherings
		+		Book guest speakers
		+		organize	outreach	events
		+		Plan	membership	recruitment	events	
		+		Lead	in	the	absence	of	the	president
		+		Support	chapter	officer	election	process
		+		Create	committees	as	needed

Skills | Experience
		+		Creative
		+		Organized
		+		Detail-oriented

Comfortable with
		+  Leading a team
		+		Discussing	the	NKBA
		+  Event planning

Committee Oversight 
In	consultation	with	the	chapter	
president,	it	may	be	beneficial	to	
establish	student	chapter	committees,	
such	as	a	program	committee.	
Committee	members	can	be	tasked	to	
oversee	specific	initiatives,	including:

	 +			Special	events
	 +			Outings/field	trips
	 +			Sponsors/product	displays
	 +			Social	gatherings
	 +			Campus	outreach
	 +   Volunteerism

Committees should report their plans to the student
chapter	officers	regularly.	Committee	involvement	is	
a	great	way	for	students	to	prepare	for	chapter	
officer	leadership.	

Student	chapters	should	host	at	least	four	events	
each	calendar	year.	One	of	these	events	must	be	
in	conjunction	with	a	NKBA	local	chapter.	
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Secretary

Primary Roles
		+		Maintains	the	records	of	the	student	chapter	
		+		Keeps minutes of all meetings 
		+		Distributes	minutes	to	chapter	officers
		+		Makes	student	chapter	meeting	minutes	available	upon	request
		+		Oversees	student	chapter	elections;	the	chapter	reports	results	of	student		 	
						chapter	officer	elections	to	the	NKBA	through	the	Student	Chapter	Financial	
						Activity	Report	by	October	31	each	year.

Skills | Experience
		+		Good	record	keeping	skills
		+		Organized	
		+		Detail-orientated

Reporting | Meeting Minutes
The	secretary’s	report	to	the	officers	is	a	complete	reading	of	the	minutes	from	the	
previous	student	chapter	officers	meeting	(the	president	calls	for	approval).	
A	chapter	meeting	minutes	template	is	available.	Meeting	minutes	must	be	
distributed	to	chapter	officers	within	two	weeks	after	each	meeting.	

Design: Sandra Diaz Velasco | Photo: Eugenio Wilman
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Treasurer

Primary Roles
		+		General	Financial	Tasks
		+		Develop a budget
		+		Monitor	expenses
		+		Oversee	income	including	grant	money	and	proceeds	from	fundraising
 	+		Manage	Student	Chapter	funds	in	accordance	with	policy	and	procedure						 																
						set	forth	by	the	NKBA	and	affiliated	school
 	+		Make	financial	reports	to	the	student	chapter	executive	committee	and	
      general membership
		+		File	NKBA	Student	Chapter	Financial	Activity	Report	by	October	31	each	year

Skills | Experience
		+		Good	record	keeping	skills
		+		Organized	
		+		Detail-oriented

Comfortable with
		+  Leading a team
		+		Discussing	the	NKBA
		+  Event planning
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As	an	officer	of	your	NKBA	Student	Chapter,	you	are	expected	to	attend	all	
student	chapter	and	student	chapter	officer	meetings.	You	and	your	fellow	student	
chapter	officers	work	collaboratively	to	meet	the	group’s	goals.	

You	will	be	responsible	for	controlling	the	finances	of	the	student	chapter	and	
reporting	regularly	to	the	student	chapter	officers,	as	well	as	the	student	chapter	
membership	at	each	meeting.	At	a	minimum,	your	report	should	include	the	
income,	expenses,	and	bank	account	balance.

Management	of	the	student	chapter’s	finances	should	be	in	accordance	with	the	
NKBA	Bylaws	and	Policies.	This	leadership	guide	discusses	financial	management	
in	more	detail	in	the	coming	pages.

Mentoring Incoming Chapter Treasurer

Review	all	financial	accounts	with	the	incoming	student	chapter	treasurer.	Provide	
the	following	financial	information:	
		+		Procedure	to	update	signature	on	check
		+		Bank	or	student	organization	financial	contact	information	
		+		Canceled	checks
		+		The	procedure	for	completing	the	Student	Chapter	Activity/Financial	Report
		+		Last	year’s	chapter	budget

Design: Henrietta Heisler | Photo: Justin Tearney
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Program Coordinators
Program	Coordinators	are	faculty	members	who	serve	as	advisors	to	student	
chapters.	NKBA	Student	Chapters	provide	students	opportunities	to	enrich	their	overall	
educational	experience	at	affiliated	schools.	Through	guest	speaker	events,	field	trips,	
networking	events	and	more,	students	participating	in	NKBA	Student	Chapters	can	
deepen	their	knowledge	and	see	how	concepts	presented	in	the	classroom	play	out	in	
the	field.	Students	who	take	on	a	leadership	position	within	their	student	chapter	will	
takeaway	even	more	experience	from	their	involvement.	They	will	have	the	opportunity	
to	sharpen	professional	skills	that	will	serve	them	well	in	their	career.	For	many	students,	
this	will	be	the	first	time	they	lead	a	group	or	plan	events.	For	this	reason,	program	
coordinators	play	a	key	role	as	mentors.	

Tips for Program Coordinators:

		+		Become	familiar	with	this	guide	and	the	duties	of	each	officer	position
		+		Explore	the	NKBA	resources	available	to	student	chapters	
		+		Understand	the	school’s	requirements	for	student	organizations
		+		Provide	regular	mentorship,	guidance,	and	encouragement	
		+		Encourage	relationship-building	and	networking
		+  Let the students lead
		+		Provide	feedback
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Election of Student Chapter Officers

The	Affiliated	School	Program	Coordinator	and	a	member	of	the	local	NKBA	
Chapter	are	automatically	members	of	the	student	chapter	council.	

The	student	chapter	must	hold	an	election	for	president,	programs	chair,	
and	secretary/treasurer,	and	provide	the	NKBA	with	their	names	and	contact	
information	by	October	31	each	school	year.	The	election	shall	be	a	plurality	of	
votes	of	student	members	present	at	the	meeting	where	the	election	is	held;	the	
meeting	shall	be	announced	to	the	members	of	the	student	chapter	at	least	one	
week	prior	to	the	meeting.	The	officers’	term/year	will	be	August	1st	to	July	31st.	
Only	student	members	of	NKBA	who	are	registered	on	at	least	half-time	basis	in	
the	affiliated	school	program	are	eligible	for	election	to	student	chapter	office.	

Secretary	submits	the	election	results	to	NKBA	by	October	31	via	the	Student	
Chapter	Financial	Activity	Report.	If	possible,	include	the	newly	elected	officer’s	
NKBA	member	ID	number.

Elections

Design: Lori Carroll Co-designer: Kat Saucedo | Photo: Jon Mancuso
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Student	chapters	must	retain	meeting	minutes	and	general	correspondence	for	a	
minimum	of	five	(5)	years.	Financial	records	must	be	retained	for	seven	(7)	years.	
These	include	annual	financial	reports,	bank	statements	and	tax	filing	(if	applicable.)	
Because	student	chapter	leadership	changes	regularly,	the	program	coordinator	
should	assist	with	the	oversight	of	record	maintenance.	

Record Maintenance

Design: Nancy Finneson, CKBD | Photo: Tammy Dwight
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Sponsorships

		+		All	sponsors	must	be	NKBA	members	(does	not	apply	to	companies	that	are		
						not	affiliated	with	the	kitchen	and	bath	industry)

		+		Qualified	sponsorship	payments	include	monies	given	to	your	student			 	
						chapter	by	any	person	or	company	engaged	in	a	trade	or	business	in		 	 	
						support	of	a	particular	event	or	activity,	for	which	the	corporation	does		 	
						not	expect	a	substantial	return	benefit.	

		+		You	may	use	or	acknowledge	the	sponsor’s	name,	logo,	or	product	line	in		 	
						connection	with	your	activities	if	there	is	not	qualitative	or	comparative			 	
						description	of	the	sponsor’s	facilities,	products,	services,	or	company.

		+		You	may	include	a	sponsor	company’s	locations,	logo,	website	and		 	 	
						telephone	numbers	in	your	newsletter	or	meeting	announcement.	You			 	
						may	include	value-neutral	descriptions	including	displays	or		visual	depictions,		
						of	a	sponsor’s	product	line	or	services.	To	clarify,	this	means	that	you	may	say,		
						for	example	“ABC	Appliances	distributes	Maytag	and	Kitchen	Aid	appliances.”		
						You	may	not	say	“ABC	Appliances	is	the	leading	distributor	of	Maytag	and		 	
						Kitchen	Aid	Appliances	in	the	tri-state	area.”

Sponsorships & Advertising

Design: Marla Nazzicone | photo: Mike Chajecki
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Advertising

		+		Advertising	is	taxable.

		+		Advertising	payments	are	payments	for	which	the	corporation	would	receive			
						a	return	benefit.	Advertising	income	is	subject	to	unrelated	business	income			
						tax	(UBI).

		+		Advertising	includes	some	of	the	components	of	a	sponsorship	and	goes	a		 	
						step	further	to	entice	the	individual	reading	the	advertisement	to	purchase,		 	
						sell,	or	use	the	company’s	products	or	services.	There	may	be	references	to			
						how	much	better	the	company	or	its	products	and	services	are	than	any		 	
						other.	This	is	referred	to	as	qualitative	or	comparative	language.

		+		Advertising	may	contain	pricing	information,	or	highlight	savings,	or	include		 	
						value	statements	or	an	endorsement	of	a	company’s	products	or	services.

		+		Advertising	in	an	NKBA	publication	must	NOT	appear	to	be	an	NKBA		 			 	
						endorsement	of	a	company,	a	product	or	service.	Ex:	an	advertisement	
						should	not	say	“The	NKBA	ABC	Chapter	recognizes	the	Smith	Company	as		 	
						the	number	one	appliance	dealer	in	the	area.”

		+		Sale	of	advertising	space	in	an	organization’s	magazine,	newsletter	or	on		 	
						its	website	is	considered	UBI	if	the	ad	includes	a	description	of	the	product’s		
						or	service’s	quality	as	opposed	to	just	listing	the	company’s	name	and	logo.

		+		If	your	advertising	can	be	considered	UBI,	you	would	need	to	file	a	Form		 	
						990-T,	Exempt	Organization	Business	Income	Tax	Return.
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Annual Budget

The	treasurer	is	responsible	for	preparing	the	student	chapter’s	annual	budget.	This	
document	does	not	have	to	be	submitted	to	the	NKBA,	but	the	student	chapter	
officers	should	review	and	approve	the	budget.

Tax Status

NKBA	is	exempt	from	the	payment	of	US	Federal	income	tax	pursuant	to	
Section	501(c)(6)	of	the	Internal	Revenue	Code.	To	maintain	the	Association’s	
tax-exempt	status,	no	part	of	the	“net	earnings”	of	the	Association	shall	be	used	
to	benefit	any	individual	member(s).	The	rationale	for	the	tax	exemption	of	trade	
associations	is	that	the	activities	of	the	organization	are	to	be	directed	toward	the	
general	improvement	of	business	conditions	of	one	or	more	lines	of	business	as	
distinguished	from	the	performance	of	particular	services	for	individual	members.
The	IRS	has	found	that	when	an	association	utilizes	its	funds	to	promote	individual	
members,	the	association	will	not	be	entitled	to	maintain	its	tax	exemption.	The	
tax	exemption	is	extremely	important	to	the	Association	and	its	loss	would	have	a	
serious	effect	upon	the	financial	position	and	future	activities	of	the	Association.	
Therefore,	it	is	absolutely	essential	that	chapters	representing	the	Association	
take	no	actions	to	adversely	affect	this	tax-exempt	status.	Policies	governing	this	
provision	include,	but	are	not	limited	to,	the	following:

		+		No	chapter	officer	may	sign	a	contract	in	the	name	of	NKBA,	nor	bind	the		 	
						Association	in	any	way.	The	Chairman	of	the	Board,	CEO,	and	other	
						authorized	management	staff	at	headquarters	are	the	only	individuals	with				 	
						authority	to	bind	the	Association	in	any	contract	or	other	legal	document.

		+		Chapter	officers	can	and	will	be	held	personally	liable	for	any	commitments		 	
						made	on	behalf	of	the	Association	without	proper	authorization.

		+		Chapters	may	establish	bank	accounts	necessary	to	carry	out	the	activities	of						
						the	chapter,	but	such	accounts	should	be	in	the	name	of	the	individual	chapter.

Finances
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Indebtedness

No	student	chapter,	its	officers,	or	members,	may	create	any	indebtedness,	which	
binds	or	obligates	the	Association	and	its	members	without	prior	written	approval.	
In	any	instance	where	an	unauthorized	indebtedness	is	incurred,	the	student	
chapter,	student	chapter	officers,	and	members	responsible	shall	indemnify	and	
hold	harmless	the	Association.	

Chapters	are	usually	exempt	from	state	taxes,	but	not	sales	tax.	If	you	aren’t	sure	
about	your	state’s	tax	laws,	contact	the	previous	treasurer,	or	the	NKBA	Learning	
Programs	Manager.	

School-Based Financial Accounts

It	is	common	for	registered	student	organizations	to	have	financial	accounts	
housed	within	their	school’s	financial	system	(rather	than	an	external	bank	account.)	
Typically,	the	accounts	are	overseen	by	an	office	of	student	involvement	or	student	
activities	office.	Check	with	the	school	regarding	any	additional	information	that	
may	be	applicable	to	expenditures,	particularly	pertaining	to	tax	exemption.

Design: Nichol Hollinger, CKBD | Photo: Justin Tearney
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To	receive	the	annual	student	chapter	grant	of	$500,	the	affiliated	school	program	
coordinator	or	student	chapter	secretary/treasurer	must	submit	a	completed	NKBA	
Student	Chapter	Activity/Financial	Report	to	NKBA	National	at	the	beginning	of	
each	school	year	but	not	later	than	October	31st.	Upon	receipt	of	these	reports,	
NKBA	will	authorize	the	release	of	the	student	chapter	grant	for	that	academic	year.	

Student Chapter Grants

Design: Sarah Robertson, AKBD | Photo: Adam Kane Macchia
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Successful	student	chapters	facilitate	a	variety	of	programs	for	the	benefit	of	
their	members	and	campus	communities.	Inviting	speakers	to	present	at	chapter	
meetings	or	other	special	events	can	provide	an	impactful,	educational	experience	
for	students	and	guests.	Other	ideas	for	chapter	activities	include	field	trips,	
participation	in	webinars,	social	gatherings,	collaborative	events	with	the	local	
chapter,	and	volunteer	initiatives.	A	student’s	participation	in	their	chapter	will	be	
rewarding	and	meaningful	when	the	student	chapter	works	diligently	to	present	a	
solid	slate	of	activities.	

General Recommendations for Event Planning

		+		Make	plans	early	and	allow	for	plenty	of	time	to	coordinate	logistics
		+		Ensure	availability	of	budget;	seek	sponsors	if	appropriate	(see	sponsorship		 	
						section	for	more	information)	
		+		Responsibilities	for	each	part	of	the	planning	process	should	be	defined		 	
						clearly	and	delegated	as	needed
		+		Allow	adequate	time	for	advertising	and	registration	(if	needed)

Guest Speaker Events

		+		Discuss	the	topic	and	confirm	expectations	with	the	guest	speaker
		+		Agree,	in	writing	via	the	Chapter	Speaker	Letter	of	Agreement,	on	the		 	 	
						honorarium	or	other	expenses	(your	school	may	have	contract	requirements)
		+		Confirm	all	pertinent	program	details	including	program	title,	fee/expenses,		 	
						time,	date	and	location	in	the	contract	or	agreement	letter
		+		Acquire	a	biography	for	the	speaker	and	use	this	to	publicize	the		 	 	
						event	and	prepare	a	speaker	introduction
		+		Provide	a	thank	you	note	or	email	to	the	speaker	shortly	after	the	event
 

Student Chapter Activities 
& Event Planning
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Activity Recommendations

		+		Tours	of	design	firms,	recently	completed	projects,	and	showrooms
		+		Panel	discussions	with	recently	hired	new	graduates
		+		Collaborative	events	with	local	chapter
		+		Community	service,	especially	activities	relating	to	the	field

Recommended Meeting Topics

Student	chapter	meetings	can	be	a	mixture	of	business,	planning,	and	
professional	development.	The	following	are	a	few	relevant	topics	to	help	aid	
in	valuable	conversation	for	student	members.

		+		Interviewing skills
		+		Internship opportunities
		+		Graduate	school	information
		+		Computer-aided	design	(CAD)

Design: Nichol Hollinger, CKBD | Photo: Justin Tearney



NKBA | KBIS         2023 Student Chapter Leadership Guide

31

NKBA Contact Information

Please	contact	the	NKBA Learning 
Programs Manager at schools@nkba.org	
with	any	questions.	
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