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CHECK LIST FOR FORMING A NEW NKBA SUBCHAPTER
Updated 1/1/16  
	Completed
	Task

	
	New chapters may be formed when the members in a geographic area can be better served by the formation of an additional chapter.  Subchapter status is granted for a period of at least one year prior to achievement of full chapter status.  If the subchapter is unable to achieve full chapter status within two years, it will be dissolved.  

	
	Determine whether there is a need/support for new subchapter. Subchapter status is granted for a one-year period.

	
	Request to form a new subchapter should first be brought to the attention of the NKBA staff who will notify the Executive Committee of the “parent” chapter.  The request should include a list of members of the formation committee:

· 3 (maximum of 5) members residing in the geographical area of     the proposed subchapter

· Parent chapter president

· Parent chapter VP-Membership
· If boundaries cross into another chapter’s area, a representative from that chapter.  The subchapter must get approval from that/those chapter Executive Committee(s) 

	
	The formation committee selects a chair, vice chair, and secretary.  The secretary will notify NKBA of the intent to form a new subchapter.  The parent chapter, VP Membership, can provide a list of current chapter members or contact NKBA for these lists.  

	
	The formation committee will hold meetings to:

· Reviews the guidelines for subchapter formation.

· Review the current membership and prospect list to define the precise geographic area for the new subchapter.  You must have a minimum of 75 NKBA members who agree to participate in the new subchapter.  Both parent and subchapter should have at least 50 Industry member companies to support sponsorship efforts.
· Review the “yellow pages” of phone directories to identify additional potential members

· Refine the geographic boundaries of the new subchapter by the 3 digit zip or postal code

· All new subchapters can not overlap into different states.  They must remain in one state.

· Assign formation committee members the task of contacting all existing and potential new members to validate their participation in the new subchapter.
· Elect a Chapter President and Chapter Representative for new subchapter.  Should individuals hold a current Parent chapter officer position, they must seek immediate replacement at Parent chapter level prior to being elected as subchapter officer.

The formation committee should meet as necessary to accomplish their task with the secretary recording the minutes.  The secretary forwards copies of all minutes to the staff liaison for establishment of the appropriate files and records for the potential new subchapter.

	
	After all research is complete (including validity of a membership base participation of no less than 75 NKBA members with a minimum of 50 industry member companies), the committee should determine whether or not there is a sufficient base of membership to petition the National Board for subchapter status.  If the Committee decides to proceed, NKBA will send the committee a template for petition to the National Board for subchapter status.  The petition will be placed on the Board agenda, once the subchapter status is reviewed following the annual write-off.  NKBA will need the following:

· List of Formation Committee members

· Names of Subchapter President and Subchapter Representative

· Formal request by formation committee

· List of 3 digit zip codes to be included in new subchapter’s 
· Name by which the proposed chapter will be identified (pre-approved by Parent Chapter(s).
· Written confirmation by the Executive Committee of the parent chapter(s) of their approval of the subchapter formation.

	
	Once approved, the subchapter conducts business in the same manner and in accordance with the same policies and procedures as a full chapter.  An initial subchapter meeting is scheduled at which the formation committee acts as the nominating committee for the election of subchapter officers (in addition to current subchapter President and subchapter Representative); members of the formation committee are eligible for election as subchapter officers (when holding Parent chapter position, individual must seek immediate replacement for their position prior to being elected as a Subchapter officer).  The subchapter officers will serve until the subchapter receives full chapter status.  They are then eligible for re-election to a one-two year term in the same officer position.   

	
	Once the officer slate is reported to the staff liaison, a grant in the amount of $2,000 is sent to the Subchapter to serve as “seed” money to assist in establishing a treasury.  A grant of $500 is provided to the “parent” chapter.  In the event of more than one “parent” chapter, the $500 grant is divided per among the “parent” chapters.  

	
	All members of the “parent” chapter(s) and the new subchapter are officially notified of the formation and are offered the opportunity to designate a chapter of their choice by contacting NKBA Member Relations via feedback@nkba.org or call, 800-THE-NKBA. 

	
	Following the successful completion of one year as a subchapter, a petition for full chapter status may be forwarded to the staff liaison.  Staff to revisit subchapter status following the annual write-off.  If all criteria are not met they will not be placed on the Board agenda until all criteria is met.  Success is defined as follows:

· Minimum of four subchapter program meetings

· Conducted a minimum of three hours of educational programs held in conjunction with subchapter meetings.
· Successful recruitment and retention of members

· Leaders willing to assume chapter responsibilities

	
	After one year as a full chapter, staff will evaluate the new chapter to determine if they continue to meet their full chapter status criteria.  If the subchapter is unable to achieve full chapter status within two years, it will be dissolved.
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