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WELCOME LETTER TO NAPO CHAPTER LEADERS 

 

 

Dear NAPO Chapter Board Member:  

 

Congratulations on your election to a NAPO Chapter Board of Directors, and welcome to the 

NAPO leadership experience! We hope you find this opportunity beneficial, both personally and 

professionally. The NAPO Board of Directors, the Chapter Relations Committee, and NAPO Staff 

are committed to your success and the success of your chapter. Together we are leading and 

advancing the organizing and productivity professional and the industry!  

As a NAPO Chapter Board of Directors Member, you and your fellow Officers and Directors have 

been entrusted with the governance of a non-profit corporation. This Chapter Operations 

Handbook was designed to support you in that endeavor. We hope you find it a valuable 

resource.  

We sincerely thank you for stepping into this very important position. Without reservation we 

know those who serve as NAPO volunteers experience the most value and the most satisfaction 

in their membership. 

 

 

Wishing you much success in the coming year! 

 

Regards,  

NAPO Chapter Relations Committee 

NAPO Board of Directors 

NAPO Staff  
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INTRODUCTION TO NAPO’S CHAPTER OPERATIONS HANDBOOK 

I. HISTORY OF THE CHAPTER OPERATIONS HANDBOOK 

 

NAPO’s Chapter Operations Handbook was first published in 2004. Leaders of existing and 

newly formed Chapters were spending countless hours developing local bylaws, policies, 

procedures, and templates which were sometimes inconsistent with one another. The Chapter 

Relations Committee (CRC) collected and reviewed these many documents and created this 

Chapter Operations Handbook, a ready resource used by Chapter leaders to manage Chapter 

operations. It provides the assistance, guidelines, and documents Chapters need to operate 

with maximum flexibility, while adhering to the legal and tax requirements that NAPO must 

follow.  

The original Chapter Operations Handbook was a one-stop shop for Chapter resources. It was 

a hybrid of suggestions and requirements, a library of sample documents and templates, and 

even included some of the language of bylaws. Over time it ballooned far beyond its original 

size and lost much of its usability.  

The 2014 revision of the Chapter Operations Handbook is newly-designed and user-friendly. 

Although no longer a one-stop shop (there are hundreds of helpful documents and ideas 

now posted on POINT), it does contain the bulk of what is needed to successfully operate a 

NAPO Chapter, including a Chapter Bylaws Template. The information and documents in this 

Chapter Operations Handbook have been approved by the NAPO Board of Directors to 

replace all previous versions of this Chapter Operations Handbook and provide the current 

guidelines for management of NAPO Chapters. We hope it serves you well in your efforts to 

lead and manage your Chapter’s activities. 

II. NAVIGATING THE CHAPTER OPERATIONS HANDBOOK 

 

The Chapter Operations Handbook has five parts in addition to this Introduction:  

Part 1: NAPO in Brief  

Part 1 introduces Chapter Leaders to NAPO, NAPO’s organizational structure, and how NAPO 

Chapters fit into that structure.  

 

Part 2: NAPO & NAPO Chapter Relationship 

Part 2 defines the relationship between NAPO and NAPO Chapters. In particular it reviews 

how NAPO and NAPO Chapters are connected to one another by the Chapter Affiliation 

Agreement; the ways in which they are separate and distinct (by legal definition); the benefits 

of the NAPO/NAPO Chapter relationship; and the policies and procedures shared and/or 

required by NAPO and NAPO Chapters. 
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Part 3: NAPO Chapter Charter Stages 

Part 3 describes how NAPO issues a Chapter Charter during the Chapter-in-Formation 

process. It discusses the elements of a Chapter whose Charter is in good standing, including 

an extremely helpful Chapter in Good Standing Checklist. Revoked, suspended and 

surrendered Charters are also reviewed. 

 

Part 4: NAPO Chapter Bylaws Template 

Part 4 is a NAPO Chapter Bylaws Template. NAPO Chapters may use this template to create 

their own Bylaws. The template is consistent with the NAPO Articles of Incorporation, NAPO 

Bylaws, the Chapter Affiliation Agreement, and this Chapter Operations Handbook, which is a 

requirement of all NAPO Chapter Bylaws. 

 

Part 5: Exhibits 

Part 5 includes important documents and policy templates referenced in this Chapter 

Operations Handbook. 

 

III. HOW TO USE THE CHAPTER OPERATIONS HANDBOOK 

 

Creating Chapter Bylaws 

NAPO Chapters are required to operate according to a set of bylaws. Because NAPO Chapter 

Bylaws must be consistent with the NAPO Articles of Incorporation, NAPO Bylaws, the 

Chapter Affiliation Agreement, and this Chapter Operations Handbook, a NAPO Chapter 

Bylaws Template, which meets these criteria, is provided in Part 4 of this Handbook. The 

template should be modified only when necessary to conform to the requirements of the 

Nonprofit Corporation Act in the state in which the Chapter is incorporated, or as agreed to 

by NAPO and the NAPO Chapter. 

 

Creating Chapter Policies & Procedures 

NAPO Chapters must also have up-to-date Policies and Procedures to assist in managing 

Chapter business. There are a number of policies and procedures noted in this Handbook, 

particularly in Part 2, which must be adopted by each Chapter and reflected in their Policies & 

Procedures Manual. Additional policies and procedures adopted by a NAPO Chapter must 

conform with, and must not conflict with, the NAPO Bylaws, the Chapter’s Bylaws, the Chapter 

Affiliation Agreement and this Chapter Operations Handbook. Several sample Policies & 

Procedures Manuals are available in the Chapter Connect Community Library on POINT. 

 

Creating a Chapter Board Binder 

A Chapter Board Binder is a collection of documents and information necessary for 

participating fully on a Chapter Board. It could be electronic or printed and should be 

updated annually and disseminated to incoming Board Members. Information contained 

within this Handbook can be used to create many of the documents listed below.  
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A Chapter Board Binder should include at least the following documents: 

• Chapter Operations Handbook (which includes the NAPO Bylaws in the 

Exhibits) 

• Chapter Articles of Incorporation 

• Chapter Affiliation Agreement 

• Chapter Bylaws 

• Chapter Policies & Procedures 

• Chapter Annual Calendar 

• Chapter Budget/Financial Information 

 

Additional items might include: 

• Chapter Leadership History 

• Chapter Board Expectations 

• Chapter Strategic Plan 

• Chapter Volunteer & Board Job Descriptions 

• Chapter Organizational Chart 

• Chapter Board Transition Guidelines and/or Checklists 

 

This list is by no means exhaustive. A “How to Create a Board Binder” document is available in 

the Chapter Connect Community Library on POINT. 
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PART 1: NAPO IN BRIEF  

I. ABOUT NAPO 

 

The National Association of Professional Organizers (NAPO) represents the organizing and 

productivity industry including: professional practitioners from around the world, product 

manufacturers, service providers, authors, educators, and students. 

 

A. History of NAPO 

NAPO was founded in 1985 by Beverly Clower, Stephanie Culp, Ann Gambrell, Maxine 

Ordesky, and Jeanie Schorr as a nonprofit professional educational association for 

professional organizers. 

 

A professional organizer has been defined as one who enhances the lives of clients by 

designing systems and processes using organizing principles and through transferring 

organizing skills. The definition of a professional organizer continues to expand and 

develop with the growing industry.  

 

B. NAPO Legal Definition 

NAPO is a Texas nonprofit corporation which is exempt from federal income taxation 

under section 501(c)(3) of the Internal Revenue Code as an entity organized primarily for 

educational and charitable purposes. 

 

C. NAPO’s Brand Platform 

1. NAPO’s Vision 

NAPO’s Vision is for the world to recognize the value of organizing and turn to NAPO 

as the leading authority. 

2. NAPO’s Mission 

NAPO’s Mission is to lead and advance the organizing and productivity industry. 

3. NAPO’s Brand Promise 

NAPO’s Brand Promise is to provide professional opportunities, industry leadership, 

productive partnerships, and expert information and solutions to foster growth and 

fulfillment for all who work within the organizing and productivity industry or benefit 

from its services. 

4. NAPO’s Brand Essence 

NAPO’s Brand Essence is “Experts Advancing.” 

 

II. NAPO MEMBERS 

 

NAPO boasts nearly 4,000 members throughout the world who represent the organizing and 

productivity industry. The members include professional organizers, productivity specialists, 

coaches, product manufacturers, bloggers, authors, educators, retired practitioners, and more! 

Their business models vary widely and many of them specialize in serving particular 
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populations. NAPO members are dedicated to helping individuals and businesses bring order 

and efficiency to their lives. 

NAPO members are involved in NAPO! For example, they attend NAPO’s Annual Conference; 

participate in local Chapters and Special Interest Groups (SIGs), write stories for NAPO 

newsletters, study for the Certified Professional Organizer® exam, and network with NAPO’s 

Corporate Associate Members. NAPO members are committed to their industry. 

NAPO members give generously of their time and expertise. Their commitment to one 

another and to the advancement of the organizing and productivity industry is evident in 

their volunteer service. Technology, marketing, public relations, finance, leadership, 

professional development, and member recruitment are just some of the areas in which 

NAPO volunteers serve.  

 

III. NAPO BOARD OF DIRECTORS 

 

A. Role  

NAPO is governed by a volunteer Board of Directors that has full authority and 

accountability for the association. The Board of Directors is responsible for the 

supervision, control, and direction of the affairs of the association.  The Board of Directors 

serves NAPO by setting business goals, ensuring necessary resources are in place, and 

providing management oversight. NAPO’s Board of Directors meets at least four times 

per year. 

 

B. Organizational Structure 

NAPO’s Board is composed of a President, President-Elect or Immediate Past President, 

Secretary, Treasurer, and seven additional Directors, including at least four Professional 

Member Directors and at least one Corporate Associate Member Director.  The Board of 

Directors works collaboratively with the Executive Director and a team of staff at NAPO 

Headquarters who implement the Board’s decisions. A copy of the NAPO Bylaws can be 

found in Exhibit I and also in the Chapter Connect Community Library on POINT. A copy 

of NAPO’s Organizational Chart, including the Board, Committees, and Staff, can be found 

in the Chapter Connect Community Library on POINT.  

 

IV. NAPO COMMITTEES 

 

A. Role 

NAPO presently has 15 volunteer committees that support the work of the Board of 

Directors and further the mission of NAPO. 

 

B. Organizational Structure 

NAPO Committees are led by a Chair or Co-Chairs appointed by the NAPO President, and 

include committee members from the NAPO community. Each NAPO Committee has a 
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direct liaison on the NAPO Board of Directors and collaborates with staff at NAPO 

Headquarters. Committee Chair contacts and a NAPO Organizational Chart can be found 

in the Chapter Connect Community Library on POINT. 

 

V. THE CHAPTER RELATIONS COMMITTEE (CRC) & CHAPTER-IN-

FORMATION (CIF) TASK FORCE 

 

A. Role 

The Chapter Relations Committee (CRC) provides support and resources to NAPO 

Chapters. The Chapter-in-Formation (CIF) Task Force, which operates under the CRC, 

works with and assists Informal Groups and Chapters-in-Formation. The CRC moderates 

the Chapter Connect Community and Board Position Communities on POINT, including 

all discussions and hosted Conference Calls. The CRC also provides Leadership Training to 

NAPO Chapter Board Members. 

 

B. Organizational Structure 

The Chapter Relations Committee is composed of one or two Chairpersons and at least 

five committee members. Chapter Presidents, Chapter Past Presidents and past Chapter 

Board Members within the NAPO Chapter community are excellent committee 

candidates. At least one committee member is Chair of the CIF Task Force. The CRC 

reports to the NAPO Board of Directors via a board liaison and serves as the committee 

liaison between Chapters and the NAPO Board of Directors. The CRC collaborates with 

staff at NAPO Headquarters as needed. The CRC Organizational Chart, including contact 

information, is available in the Chapter Connect Community Library on POINT. 

 

VI. NAPO CHAPTERS 

 

A. Role 

NAPO presently has 34 Chapters in various regions and metropolitan areas, including a 

Virtual Chapter, and they each carry out the Mission of NAPO on a local level.  

 

B. Chapter Legal Definition 

NAPO Chapters are incorporated as nonprofit organizations, separate and distinct from 

NAPO, in their respective states. Each is exempt from federal income taxation under 

section 501(c)(3) of the Internal Revenue Code as an entity organized primarily for 

educational and charitable purposes; accordingly, chapters must operate for the purpose 

of educating both members and the general public.  

 

C. Organizational Structure 

Chapters are governed by a volunteer Board of Directors composed of a President, 

Secretary, and Treasurer. Chapters may opt to have a Vice President/President Elect, 

Immediate Past President and additional Directorships as outlined in the Chapter Bylaws 

Template. Chapter leaders report to the NAPO Board of Directors via the Chapter 
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Relations Committee. Chapter leaders are provided support from staff at NAPO 

Headquarters as needed. Chapter Committees and Task Forces are formed as needed. 

Examples of Chapter Board Organizational Charts can be found in the Chapter Connect 

Community Library on POINT.  

 

VII. NAPO STAFF 

 

NAPO is managed by a professional association management company. 

 

A. Role 

NAPO Staff implement on an operational level the strategic and other decisions of the 

NAPO Board. Staff is responsible for implementing the association’s strategies, policies, 

and procedures. Board decisions include the Strategic Plan, Business Plan, goals, 

priorities, and policies. NAPO Staff manages all day-to-day operations, providing support 

to the Board of Directors, Committees, Chapters, and the Membership community. 

 

B. Organizational Structure 

NAPO’s Executive Director reports to NAPO’s Board of Directors. The Executive Director 

manages all staff assigned to NAPO. An organizational chart of NAPO Staff is included in 

the NAPO Board of Directors Organizational Chart and can be found in the Chapter 

Connect Community Library on POINT.  
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PART 2: NAPO & NAPO CHAPTER RELATIONSHIP 

I. UNDERSTANDING THE RELATIONSHIP BETWEEN NAPO AND NAPO CHAPTERS 

 

It is beneficial for Chapter Leaders to understand the relationship between NAPO and the NAPO 

Chapters and how that relationship matters to the governance and operation of their Chapter. 

There are two primary concepts helpful to understanding the relationship between NAPO and the 

NAPO Chapters. 

 

The first concept is that NAPO Chapters are individually incorporated in their respective states; as 

such, chapters are legally defined as separate and distinct from NAPO, which is incorporated in 

the state of Texas. Although NAPO Chapters are not legally a part of NAPO, Inc., they should still 

make every effort to operate in accordance with the NAPO Bylaws to the extent allowable by their 

respective states.  For this reason, a NAPO Chapter Bylaws Template is provided in Part 4 of this 

Handbook. This template should not be modified except when necessary to conform to the 

requirements of the Nonprofit Corporation Act in the state in which the Chapter is incorporated, 

or as agreed to by NAPO and the NAPO Chapter.  

 

The second important concept is that NAPO Chapters are authorized by and accountable to 

NAPO and its Board of Directors. The Chapter Affiliation Agreement, along with the NAPO Bylaws, 

the Chapter Bylaws, and this Chapter Operations Handbook, govern this relationship and the 

activities of the Chapter. As a result of this relationship, NAPO Chapters: 

• Are responsible for maintaining the good standing of their Chapter (as outlined in Part 2 

and Part 3 of this Handbook). 

• Receive a number of benefits from NAPO (as outlined in Part 2 of this Handbook). 

• Share certain Policies and Procedures with NAPO and their fellow NAPO Chapters for 

consistency of appearance and operations (as outlined in Part 2 of this Handbook). 

• Are required to adopt certain Policies and Procedures (as outlined in Part 2 of this 

Handbook). 

 

II. THE CHAPTER AFFILIATION AGREEMENT 

 

NAPO Chapters sign a Chapter Affiliation Agreement with NAPO during the Chapter-in-Formation 

process (further discussed in Part 3 of this Handbook), which is an essential part of the 

relationship between NAPO and each Chapter. Chapters sign an updated Chapter Affiliation 

Agreement when necessary revisions are made to the document.  All Chapter leaders should be 

familiar with the contents of the Chapter Affiliation Agreement as it details, among other 

information, the obligations of the Chapter and the conditions under which a Chapter charter 

could be revoked. The Chapter Affiliation Agreement Template can be found in Exhibit II of this 

Chapter Operations Handbook. 
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III. BENEFITS OF THE NAPO & NAPO CHAPTER RELATIONSHIP 

 

NAPO provides the following benefits to all NAPO Chapters:  

 

A. Group Tax Exemption 

As a 501(c)(3) entity, NAPO is able to obtain a group tax exemption letter from the IRS that 

establishes each Chapter's tax exempt status. Because Chapters are within the scope of a 

group tax exemption, they are entitled, but not obligated, to participate in a group annual tax 

return which is filed with the IRS by NAPO. Chapters are strongly encouraged to participate in 

the group annual tax return. NAPO Staff will provide Chapter Treasurers with the NAPO 

Financial Reporting Requirements at the appropriate time. 

 

NOTE: If a Chapter has opted out of NAPO’s annual group tax return filing, and because each 

Chapter is individually incorporated, the Chapter must file its own state and federal tax 

returns. See Exhibit III for the State and Federal Tax Reporting Requirements for Chapters that 

Opt Out of the Group Tax Return. 

 

B. Insurance: General Liability, Professional Liability (Errors & Omissions), and 

Directors & Officers Liability Insurance 

NAPO purchases General Liability, Professional Liability (Errors & Omissions), and Directors & 

Officers Liability insurance coverage for each of its incorporated Chapters. It is not necessary 

for Chapters to purchase additional General Liability, Professional Liability (Errors & 

Omissions) or Directors & Officers Liability insurance. If a NAPO Chapter needs proof of 

insurance, it may be requested by contacting staff at NAPO Headquarters. To see an 

explanation of insurance coverage, please see Exhibit IV. 

 

C. Intellectual & Proprietary Property – Permission to Use 

NAPO Chapters may use the intellectual property of NAPO including the following:  

 

• The name “National Association of Professional Organizers,” the acronym NAPO and 

NAPO, Inc., and other NAPO trademarks, service marks, and trade names.  

• The NAPO logo and the NAPO tagline “The Organizing Authority.” 

• The NAPO Chapter and NAPO Chapter Member logos 

• The Mailing List of past, present, and prospective Members listed in the Chapter’s 

geographic area 

• Other NAPO proprietary/copyrighted information 

 

The NAPO logo and the NAPO tagline “The Organizing Authority®” are the registered marks 

owned by the National Association of Professional Organizers.  Use of the NAPO logo and the 

tagline, as well as all of the intellectual property listed above, is defined and restricted by the 

Chapter Affiliation Agreement and NAPO guidelines developed by the NAPO Board of 

Directors and staff.  Please see Exhibit V for the complete Intellectual Property Usage Policy. 
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D. Chapter Visits from a Member of the NAPO Board of Directors 

Chapters are eligible to receive a site visit from a member of the NAPO Board of Directors 

once every two years, or as NAPO’s budget allows. These site visits are a great way for 

Chapter Members to learn about NAPO from a national and global perspective, ask questions 

about the industry, offer suggestions, and network with NAPO leadership. Chapters interested 

in this benefit must complete a Board Visitation Request form. The current form can be found 

in the Chapter Connect Community Library on POINT.  

 

E. Chapter Leader Resources 

This Chapter Operations Handbook will provide much of the information needed to operate a 

successful chapter. However, the following are some additional resources available to Chapter 

leaders: 

1. The Chapter Relations Committee (CRC) 

The Chapter Relations Committee (CRC), as explained in Part 1, is a committee of NAPO 

volunteers ready to support NAPO Chapter leaders.  Every Chapter Board Member will 

have a direct contact on the CRC. These CRC members invite Chapter leaders to 

participate in monthly or quarterly conference calls and online discussions with other 

Chapter Board Members throughout the world. Chapter Relations Committee contact 

information is available on POINT. 

2. Productivity & Organizing Interactive Networking Tool (POINT) 

All Chapter Board Members are members of the Chapter Connect Community on POINT, 

in addition to the Community specific to their Board position. Each Community offers 

both a discussion group and a document library.  Chapter leaders are encouraged to 

familiarize themselves with the POINT libraries as well as participate in POINT discussions. 

Following are some of the documents and resources available in the libraries: 

a. Sample Forms 

Many Sample Forms have been created and shared for Chapter use. They are 

available for reference in the Chapter Connect Community on POINT. Before creating 

a new form, be sure to see if one has already been created. Chapter leaders are 

encouraged to submit Sample Forms on a regular basis. Examples: Agendas, 

Membership Applications, Minutes Templates, and Policies and Procedures. 

b. Best Practices 

Best Practices are successful ideas and suggestions shared by fellow Chapter leaders. 

Some may or may not be suitable for every Chapter. They are available for reference 

in the Chapter Connect Community on POINT.  Chapter leaders are encouraged to 

submit Best Practices on a regular basis. Examples: Board Position Checklists. 

c. Program Ideas Bank 

Chapter leaders have submitted many successful programs for Chapter reference. A 

Program Bank is available in the Chapter Connect Community on POINT. Chapter 

leaders are encouraged to submit Program Ideas on a regular basis. 
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d. Conference Call Recordings 

Conference Calls from prior years have been posted on POINT in their position-

specific community. Chapter leaders are encouraged to reference these recordings as 

needed. 

e. Chapter Connect Community Discussions (and archives) 

All Community email discussions are archived in each POINT Community and can 

provide a wealth of information from past leaders. Chapter leaders are encouraged to 

reference these archives as needed. 

3. Leadership Development 

Chapter Presidents and, sometimes, Chapter Board Members are invited to participate in 

leadership opportunities each year during NAPO’s Annual Conference & Organizing Expo, 

or as NAPO’s budget allows. These opportunities reflect NAPO’s commitment to the 

development of its volunteer leaders. Several Leadership Forums from past years have 

been recorded and posted in the Chapter Connect Community on POINT.  

 

IV. NAPO CHAPTER REQUIREMENTS, POLICIES & PROCEDURES 

 

Although NAPO Chapters have flexibility in how they choose to carry out their mission and deliver 

services to their membership, NAPO Chapters are required to adopt and practice certain policies 

and procedures as outlined below. Some of these are designed for NAPO and NAPO Chapters to 

have consistent characteristics readily recognized by the industry and the public. Others are 

designed to protect both NAPO and the NAPO Chapters.  

 

A. General Chapter Requirements 

1. Chapter Bylaws 

NAPO Chapters are required to operate according to a set of Bylaws that must be 

consistent with the NAPO Articles of Incorporation, the NAPO Bylaws, the Chapter 

Affiliation Agreement, the Chapter Articles of Incorporation, and this Chapter Operations 

Handbook. A NAPO Chapter Bylaws Template, which meets these criteria, is provided in 

Part 4 of this Handbook. The template should be modified only when necessary to 

conform to the requirements of the Nonprofit Corporation Act in the state in which the 

Chapter is incorporated, or as agreed to by NAPO and the NAPO Chapter. 

NAPO recommends all Chapter Bylaws and proposed revisions be reviewed by an 

attorney in the state in which the Chapter is incorporated. NAPO Chapter Bylaws are 

subject to approval by the NAPO Board of Directors and a copy must be on file at NAPO 

Headquarters. 

2. Chapter Policies & Procedures Manual 

Each NAPO Chapter must have a set of Policies and Procedures. Policies and Procedures 

are specific to each Chapter and assist the board in managing Chapter business. They 

must conform to, and not conflict with, the NAPO Bylaws, Chapter Bylaws, the Chapter 

Affiliation Agreement, and this Chapter Operations Handbook. However, Chapter Policies 

and Procedures do not need to be a repeat of these documents. 
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Changes to a Chapter’s Policies and Procedures do not require the approval of the NAPO 

Board of Directors, although a current copy of the Policies & Procedures Manual should 

be forwarded to NAPO Headquarters at the end of each fiscal year. Several sample 

Policies & Procedures Manuals are available in the Chapter Connect Community Library 

on POINT. 

Questions about whether a local policy or procedure conforms to the NAPO Bylaws, 

Chapter Bylaws, Chapter Affiliation Agreement, or Chapter Operations Handbook should 

be directed to the Chapter Relations Committee and/or NAPO Staff for clarification. 

3. Chapter Name 

The official name of a Chapter is as stated in the Chapter’s Articles of Incorporation. 

NAPO Chapters may do business as any of the following, as stated in the NAPO Chapter 

Bylaws Template:  

NAPO-”GEOGRAPHIC LOCATION”, Inc. (with or without the hyphen) 

National Association of Professional Organizers “GEOGRAPHIC LOCATION”, Inc. 

NAPO “GEOGRAPHIC LOCATION” CHAPTER 

4. Chapter Address 

NAPO Chapters must have a stable mailing address. A post office box is recommended. 

NAPO Headquarters is to be immediately informed of any address changes. 

5. Code of Ethics 

All NAPO Chapters are required, as stated in the Chapter Affiliation Agreement and NAPO 

Bylaws, to adopt and promulgate the NAPO Code of Ethics setting forth a model for 

Chapter Members’ conduct. All Chapter Members shall be deemed to subscribe to the 

Code of Ethics. See Exhibit VI for the NAPO Code of Ethics.  

6. Chapter Disclaimers 

Clear and visible disclaimers are used to limit liability. The following two disclaimers are to 

be used by all NAPO Chapters: 

a. Chapter “Separateness” Disclaimer 

NAPO Chapters are to use a disclaimer to ensure that third parties understand the 

“separateness” of the Chapters from NAPO. See Exhibit VII for a Chapter 

“Separateness” Disclaimer template. 

b. Chapter Member Directory Disclaimer 

NAPO Chapters are to use a disclaimer to ensure that third parties understand the 

purpose and limits of the Chapter Member Directory. See Exhibit VII for a Chapter 

Member Directory Disclaimer template.  

7. Political Activities 

As an organization exempt from federal income taxation under Internal Revenue Code 

Section 501(c)(3), a NAPO Chapter may engage in only an insubstantial amount of 

lobbying activity and may not engage in any political campaign activity.  NAPO Chapters 

may not engage in lobbying activity unless that activity has been approved by the NAPO 

Board of Directors. 

8. Volunteer Gifts and Reimbursements 

NAPO Chapter Officers, Directors, Committee Members, Task Force Members and 

Volunteers, as stated in the NAPO Bylaws and NAPO Chapter Bylaws Template, may not 

receive compensation for their service as such. Awards, prizes, acknowledgements, and 
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gifts are appropriate so long as they are not construed as compensation for services 

rendered and are reasonable in value.  

The Board of Directors may authorize reimbursement for expenses incurred in the 

performance of volunteer duties. A sample reimbursement form can be found in the 

Chapter Connect Community Library on POINT. 

 

B. Chapter General Required Policies & Procedures 

1. Antitrust Compliance Policy 

It is the undeviating policy of NAPO to comply strictly with the letter and spirit of all 

federal, state, and applicable international trade regulations and antitrust laws. Any 

activities of the association or association-related actions of its Chapters that violate these 

regulations and laws are detrimental to the interests of the association and are 

unequivocally contrary to NAPO policy. All Chapter activities or discussions shall be 

avoided that might be construed as tending to: 

• Raise, lower, or stabilize prices 

• Regulate production 

• Allocate markets 

• Encourage boycotts 

• Foster unfair trade practices 

• Assist in monopolization 

• Violate federal, state, or applicable international trade regulations and antitrust 

laws 

NAPO requires that all Chapters adopt and adhere to the Board-approved NAPO 

Antitrust Compliance Policy. In addition, Chapters must establish the necessary 

procedures to support this policy. See Exhibit VIII for the Antitrust Compliance Policy – 

Chapter Template. 

2. Conflict of Interest Policy and Disclosure 

NAPO requires that all Chapters adopt and adhere to a Conflict of Interest Policy. See 

Exhibit IX for a Conflict of Interest Policy – Chapter Template.  

All Chapter Board Members must sign a Conflict Disclosure Form on an annual basis, as 

well as whenever a new Conflict of Interest arises. All copies should be forwarded to 

NAPO Headquarters.  See Exhibit X for a Conflict of Interest Disclosure Form – Chapter 

Template.  

3. Record Retention Policy 

NAPO requires that all Chapters adopt and adhere to a Record Retention Policy. In 

addition, Chapters must establish the necessary procedures to support the policy. See 

Exhibit XI for a Record Retention Policy – Chapter Template. 

4. Whistleblower Policy 

NAPO requires that all Chapters adopt and adhere to a Whistleblower Policy. See Exhibit 

XII for a Whistleblower Policy – Chapter Template. 

5. Intellectual Property Usage Policy 

NAPO Chapters are authorized to use the intellectual property of NAPO subject to the 

terms and conditions of the Chapter Affiliation Agreement (Exhibit II). Intellectual 
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Property includes the NAPO name, tag line, logos, mailing lists, and other trademarked or 

copyrighted materials. See Exhibit V for the Intellectual Property Usage Policy. 

6. Member Business Promotion Policy 

NAPO Chapters may adopt a policy to regulate members’ efforts to promote their own 

businesses within the Chapter events, advertising venues, newsletters, and email mailings.  

See Exhibit XIII for a Member Business Promotion Policy – Chapter Template. 

7. Member Safety Position 

Neither NAPO nor NAPO Chapters may implement a policy or program involving the 

issuance of “safety alerts” regarding unsafe or potentially unsafe client situations. See 

Exhibit XIV for the NAPO Safety Position Statement. NAPO members are encouraged to 

consider their own safety as they carry out the duties of their profession. NAPO offers a 

course on the subject: Safety in the Organizing Environment.  

 

C. Chapter Membership Requirements 

1. Membership Categories 

NAPO Chapters shall offer membership categories consistent with the NAPO Bylaws. The 

Chapter may define the benefits and privileges for each category, but the same benefits 

and privileges must apply to every member in a given category.  See Exhibit XV for a 

NAPO Membership Comparison Grid. NOTE: This Grid compares the NAPO membership 

categories, dues, benefits, and privileges. NAPO Chapters may use it to define their 

membership categories, dues, benefits and privileges.  

2. Membership Eligibility 

Membership in NAPO and its Chapters is voluntary, and no person eligible for 

membership shall be excluded. Any member of NAPO can be a member of any Chapter 

and can belong to more than one Chapter. In cases where NAPO membership is a 

prerequisite for Chapter membership, an individual’s Chapter membership will lapse if his 

or her NAPO membership lapses. Memberships in both NAPO and NAPO Chapters are 

renewable after one year. If dues are not paid by the annual due date, members will be 

given a 30-day grace period. If dues are not paid by the end of the grace period, their 

membership will lapse. 

3. Membership Mailing List Confidentiality 

NAPO will provide Chapters with a list of past, current, and prospective members of 

NAPO located within the Chapter’s geographic area. Chapters are to maintain the 

confidentiality of this list and shall not sell, lease, rent, trade, transmit, or otherwise 

disseminate the list, in whole or in part, to any third party without the express prior 

written approval of NAPO. 

4. Membership Dues 

Chapter Member dues may not exceed those set by NAPO for the same Membership 

Category. 

 

D. Chapter Board of Directors Requirements 

1. Board of Directors Structure 

The structure of the Chapter’s Board of Directors shall be defined in the Chapter’s Bylaws. 

NAPO Chapters are required to have the following Officer positions:  President, Secretary, 
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and Treasurer. The Offices of Vice President/President Elect and Immediate Past President 

are optional, as are the Directorships of Administration, Marketing, Membership, 

Professional Development, Communications and Technology, Corporate Associate 

Members and Director at Large (in the absence of an Immediate Past President). 

2. Board of Directors Duties 

Duties of the Chapter Officers and Directors include the following: 

• Shall maintain the good standing of the Chapter 

• Shall be subject to the provisions and limitations of all applicable laws, the Bylaws of 

NAPO, the Chapter Bylaws, the Chapter Affiliation Agreement, and the Chapter 

Operations Handbook 

• Shall maintain the fiscal well-being of the organization 

• Shall act collectively with the Board of Directors; no individual member shall have any 

power or authority to act on behalf of the Chapter unless specifically authorized and 

empowered by the Board to so act 

Additional duties shall be defined in the Chapter Policies and Procedures; shall be 

consistent with the Officers and Directors duties defined in the NAPO Bylaws, and subject 

to the provisions of the Nonprofit Corporation Act of the state in which the Chapter is 

incorporated. See Exhibit XVI for a detailed list of NAPO Chapter Board of Directors 

Duties. 

3. Board of Directors Meetings 

The Chapter’s Bylaws shall define the time, place, frequency, notice requirements, and 

quorum requirements of all Board meetings. 

4. Board of Directors Resignation/Removal 

The process for resigning from the Board of Directors or for removing an Officer or 

Director from the Board of Directors shall be outlined in the Chapter’s Bylaws. 

 

E. Chapter Nominations & Elections Requirements 

1. Nominating Committee 

The Chair of the Nominating Committee shall be appointed by the Chapter President. The 

composition of the Nominating Committee shall be defined in the Chapter’s Policies and 

Procedures. 

2. Eligibility for Nomination 

To be eligible for nomination to the Chapter Board of Directors, the candidate must be a 

member in good standing and have consented to serve. Nominees for the office of 

President must be a Professional Member in good standing for at least one (1) year prior 

to the election.  

3. Time and Method of Nominations & Elections 

Nominations & Elections for the NAPO Chapter Board of Directors shall occur in the first 

quarter of the calendar year. NAPO Chapters are to outline the details of the time and 

method of Nominations and Elections in the Chapter’s Policies and Procedures. See 

Exhibit XVII for a NAPO Chapter Nomination & Election Template.  
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4. Term of Office and Term Limits 

• Members of the Board of Directors of both NAPO and NAPO Chapters take office on 

May 15.  

• Members of the Board of Directors of NAPO Chapters serve one year terms. 

• Members of the Board of Directors of NAPO Chapters may serve successive terms, 

with no term limits, except in the case of the President, in which the Chapter’s Bylaws 

define the term limit; in contrast, Members of the Board of Directors of NAPO, serve 

staggered terms with a two-term limit if serving in the same position. 

5. Filling Vacancies 

The Chapter Board of Directors shall fill any vacancy by appointment.  

6. Voting Privileges 

All members of the Board of Directors, whether elected or appointed, have full voting 

privileges.  

7. Election Results 

Results of NAPO Chapter elections must be sent to NAPO Headquarters on a submission 

form within one week of the Chapter’s election. A submission form can be found in the 

Chapter Connect Library on POINT. 

 

F. Chapter Meeting and Event Requirements 

1. Annual Meeting 

NAPO Chapters shall hold an Annual Meeting of the Members at a time and place 

designated by the Chapter Board of Directors. 

2. Regular and Special Meetings 

The Chapter’s Bylaws shall define the time, place, frequency, notice requirements, and 

quorum requirements of all meetings. 

3. Alcohol at NAPO Events 

NAPO members shall not serve alcoholic beverages at a NAPO event. This includes 

Chapter, regional and national meetings held in public or in member homes. If a NAPO 

Chapter has an event where the serving of alcohol is appropriate, this can only be done 

by a person or company licensed to sell and/or dispense alcohol. NAPO and NAPO 

Chapter members shall not sell or dispense alcoholic beverages. 

4. Code of Conduct at NAPO Events 

Members of NAPO and NAPO Chapters adhere to a Code of Conduct at NAPO events 

that suggests that all members speak and dress professionally and respectfully, respect 

the confidentiality of other organizers, and honor timelines and deadlines. 

 

G. Chapter Financial Requirements 

1. Fiscal Year 

NAPO and NAPO Chapters operate on a fiscal year that begins October 1 and ends 

September 30. 

2. Budget 

NAPO Chapters must prepare and approve a budget prior to the beginning of each fiscal 

year. The budget should include actual, budgeted, and projected income and expenses 
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for the current and prior two years. Supporting documentation from Officers, Directors, 

and Committee Chairs should be kept until the current fiscal year ends.  

3. Financial Responsibility & Management 

NAPO Chapters are responsible for their own financial obligations and commitments. The 

Chapter may not enter into any agreements, obligations, or contracts that would 

jeopardize the Chapter’s financial responsibilities.  

NAPO Chapters are to practice sound financial management by implementing internal 

controls such as: 

• Making complete financial information available to those who need it for decision 

making. 

• Managing finances within budget limits and in accordance with Chapter policies and 

procedures. 

• Distributing regular and routine reimbursement reports. 

• Involving Chapter Officers in financial matters. 

• Periodically appointing a member other than the Treasurer to conduct an 

independent review of the financial records. 

4. Financial Reporting Requirements 

NAPO Staff will provide Chapter Treasurers with a list of Financial Reporting 

Requirements on an annual basis and at the appropriate time. See Exhibit XVIII for a list 

and description of the Chapter Financial Reporting Requirements. NAPO will file a group 

annual tax return with the IRS. Chapters are strongly encouraged to participate in the 

group annual tax return.  

Chapters that opt-out of the group annual tax return must file their own state and federal 

taxes. See Exhibit III for a list of State and Federal Tax Reporting Requirements for 

Chapters that Opt Out of the Group Tax Return. 

5. Required Financial Policies 

a. Reserve Policy 

NAPO Chapters are to adopt and adhere to a Reserve Policy as part of their prudent 

fiscal management. NAPO Chapters are encouraged to keep six months to one year 

of operating expenses in reserves. 

b. Expenditure Approval Policy 

NAPO Chapters are to adopt and adhere to an Expenditure Approval Policy with clear 

lines of authority as part of their prudent fiscal management. 

c. Expense Reimbursement Policy 

NAPO Chapters are to adopt and adhere to an Expense Reimbursement Policy with 

clear lines of authority as part of their prudent fiscal management. 

d. Disbursement Policy 

NAPO Chapters are to adopt and adhere to a Disbursement Policy with clear lines of 

authority as part of their prudent fiscal management. 

e. Financial Record Retention Policy 

NAPO Chapters are to archive financial records according to their Records Retention 

Policy. See Exhibit XI for a Record Retention Policy – Chapter Template. 
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f. Authorized Signatories Policy 

NAPO Chapters are to adopt and adhere to an Authorized Signatories Policy. Chapter 

Officers should be the only authorized signatories. It is good policy to require two 

signatures on checks above a certain amount such as $500 or $1,000. Check-signing 

machines should never be used by Chapters. 
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PART 3: NAPO CHAPTER CHARTER STAGES 

NAPO is strengthened by the formation of Chapters, as each carries out and furthers the mission of NAPO 

on a local level. Chapters are officially formed when NAPO issues a Chapter Charter. Sections I and II 

below describe the steps involved and the requirements of attaining and maintaining a NAPO Chapter 

Charter. Section III describes the elements of a revoked, suspended, surrendered, terminated, or resigned 

NAPO Chapter Charter. 

I. ATTAINING A NAPO CHAPTER CHARTER 

NAPO issues a Chapter Charter to groups who have completed the Chapter-in-Formation process, 

a somewhat arduous set of steps designed to launch Chapters with the greatest likelihood of 

success.  The CIF Task Force will support groups through this process.  

NOTE TO CURRENT CHAPTER LEADERS: Descriptions of Informal Groups, Chapters-in-

Formation and Chapter Incorporation (described below in A, B and C) are provided in the Chapter 

Operations Handbook for informational purposes only. No action described in these sections is 

required by current NAPO Chapter Leaders as these steps are presumed complete. Familiarity 

with the process, however, helps current Chapter Leaders understand the early history of their 

chapter. 

A. Informal Group 

A small group of organizing and productivity professionals, considering but not yet in the 

Chapter-in-Formation (CIF) process is called an Informal Group. Informal Groups may include 

NAPO members and non-members. They may choose to meet on an informal basis to share 

expertise, network, and support one another. They may also consider the viability of forming 

a Chapter. They will not legally be considered a part of NAPO at this time. They may collect 

funds to cover the cost of their meetings, but cannot collect dues or other money in the name 

of NAPO, nor may they represent their group using NAPO’s name or corporate identity.  

When an Informal Group has at least 30 NAPO members and decides they are ready to 

pursue the formation of a Chapter, they may begin the Chapter-in-Formation Process. 

 

B. Chapter-in-Formation 

The Chapter-in-Formation process was designed to maximize the sustainability of a Chapter. 

The Chapter-in-Formation Task Force supports groups moving through this process.  

 

1. Determination of Common Interest 

An Informal Group of at least 30 NAPO members determines by survey their common 

interest in becoming a NAPO Chapter. They appoint a Steering Committee Chair and 

contact the Chapter-in-Formation Task Force. 

2. Agreement & Authorization 

The Informal Group’s Steering Committee Chair signs and submits the Chapter-in-

Formation Agreement to NAPO and the CIF Task Force. NAPO and the CIF Task Force 

authorize the Informal Group to become a Chapter-in-Formation and to proceed with the 

required steps. 
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3. Document Submission 

The Chapter-in-Formation will submit the following documents to NAPO and the CIF Task 

Force: 

• Chapter Bylaws: The Chapter-in-Formation will create a set of Bylaws. These Chapter 

Bylaws will be developed from the NAPO Chapter Bylaws Template, and will be 

modified only as necessary to conform to the requirements of the Nonprofit 

Corporation Act in the state of incorporation. They will be consistent with the NAPO 

Articles of Incorporation, the NAPO Bylaws, the Chapter Affiliation Agreement, and 

the Chapter Operations Handbook. The CIF will vote to accept these Chapter Bylaws. 

• Slate of Officers: The Chapter-in-Formation will elect a slate of officers. 

• Budget: The Chapter-in-Formation will create and vote to accept a first year budget. 

• Agenda: The Chapter-in-Formation will create and vote to accept a meeting agenda 

that includes adoption of the Chapter Bylaws, Slate of Officers, and Budget.   

4. Approval by NAPO Board and Granting of Charter 

The NAPO Board of Directors will grant a Chapter-in-Formation a charter to operate as a 

NAPO Chapter, if it has: 

1. Fulfilled the terms of the Chapter-in-Formation Agreement  

2. Agreed to the terms and conditions of the Chapter Affiliation Agreement.  

The charter is official when signed by the NAPO President and the Chapter President.  A 

new NAPO Chapter will be officially recognized and a formal presentation of the charter 

to the Chapter President will take place at the next NAPO Annual Conference & 

Organizing Exposition. 

 

C. Chapter Incorporation 

Each Chapter must, within 90 days of receiving its charter, incorporate in its state as a 

separate nonprofit corporation which will qualify for tax-exempt status under Internal 

Revenue Code Section 501(c)(3); each Chapter may opt to participate in NAPO’s Group Tax 

Exemption. 

 

1. Articles of Incorporation 

A Chapter will submit Articles of Incorporation to its state. NAPO requires that certain 

language be included in a Chapter’s Articles of Incorporation. See Exhibit XIX for the 

Chapter Articles of Incorporation Required Language. 

2. Chapter Tax ID 

Chapters must apply for their own tax ID number from the IRS after the Chapter charter 

has been issued. A Chapter will need its own tax ID number to complete the 

incorporation process and to open a bank account.  Application instructions and form  

SS-4 can be viewed and downloaded through the IRS website (www.irs.gov). 

3. Chapter Bylaws Submission 

If a Chapter’s state requires Bylaws or an equivalent document as a part of the 

incorporation process, the Chapter will submit the Chapter Bylaws developed and 

approved in the Chapter-in-Formation process. 
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II. MAINTAINING A NAPO CHAPTER CHARTER 

 

A. Chapter in Good Standing 

Maintaining the good standing of a NAPO Chapter Charter occurs when the Chapter is in 

compliance with the NAPO Bylaws, its Chapter Bylaws, the Chapter Affiliation Agreement, this 

Chapter Operations Handbook, and its Chapter Policies and Procedures. NAPO Chapter Board 

Members are responsible for the good standing of their Chapter. The Chapter Relations 

Committee (CRC) supports Chapters, and Chapter Board Members are encouraged to utilize 

this valuable resource as they strive to maintain their Chapter’s good standing.  

 

B. Chapter in Good Standing Checklist 

See Exhibit XX for a comprehensive Chapter in Good Standing Checklist. 

 

III. CHAPTER CHARTER AT RISK OR NOT IN GOOD STANDING 

 

A NAPO Chapter out of compliance with the NAPO Bylaws, its Chapter Bylaws, the Chapter 

Affiliation Agreement, this Chapter Operations Handbook, or its Chapter Policies and Procedures, 

or the Nonprofit Corporation Act of its state might be placing its Chapter Charter at risk. NAPO is 

committed to the success of every Chapter and will provide additional support via the Chapter 

Relations Committee, the NAPO Board of Directors, and NAPO Staff if a Chapter is struggling 

with compliance. 

 

A. Chapter with a Revoked or Suspended Charter 

NAPO, through its Board of Directors, has the authority to revoke or suspend the charter of a 

Chapter if the Board of Directors determines that the conduct of the Chapter is in breach of 

any provision of the Chapter Affiliation Agreement.  Any decision by NAPO to revoke or 

suspend a Chapter’s charter shall be initiated by sending written notice to the Chapter 

specifying the grounds upon which the revocation or suspension is based; provided, however, 

that NAPO shall provide the Chapter with thirty (30) days from the date of such notice to 

correct any alleged breach of the Chapter Affiliation Agreement.  In the event that NAPO 

determines, in its sole discretion, that the Chapter has not corrected the condition leading to 

NAPO's decision to revoke or suspend the  Chapter’s charter, NAPO shall so notify Chapter in 

writing.  NAPO's decision shall become final upon the Chapter’s receipt of such written notice 

from NAPO.  NAPO shall also be entitled to revoke or suspend the charter of a Chapter 

without cause upon ninety (90) days written notice to the Chapter. 

Upon revocation or suspension of the Chapter’s charter, the Chapter Affiliation Agreement 

shall be considered immediately terminated, and the Chapter shall no longer be entitled to 

any rights granted by the Agreement, including without limitation the right to utilize NAPO 

Intellectual Property in the Chapter’s name or otherwise.  The Chapter shall immediately take 

all steps necessary to cease use of the Intellectual Property, including all steps necessary to 

change the Chapter’s name to a name which does not incorporate or infringe upon NAPO’s 
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Intellectual Property. A Charter Revocation/Suspension Checklist may be requested by NAPO 

Staff.  

 

B. Chapter with a Surrendered Charter (Chapter Resignation) 

A Chapter may surrender its charter by delivering to NAPO written notice of its intention to 

do so no less than ninety (90) days prior to the effective date of such surrender and provided 

that all financial and other obligations of its charter have been fulfilled. The Chapter’s 

resignation shall become effective when accepted in writing by the NAPO Board of Directors. 

Upon surrender of the Chapter’s charter, the Affiliation Agreement shall be considered 

immediately terminated, and the Chapter shall no longer be entitled to any rights granted 

hereunder, including without limitation the right to utilize NAPO Intellectual Property in the 

Chapter’s name or otherwise.  The Chapter shall immediately take all steps necessary to cease 

use of the Intellectual Property, including all steps necessary to change the Chapter’s name to 

a name which does not incorporate or infringe upon NAPO’s Intellectual Property. A Charter 

Surrender Checklist may be requested by NAPO Staff.  

 

C. Chapter with a Reinstated Charter 

The NAPO Board of Directors has the authority to reinstate, by a two-thirds (2/3) vote, the 

charter of a Chapter that requests such reinstatement after such Chapter has resigned or has 

had its charter suspended or revoked. A Charter Reinstatement Checklist may be requested 

by NAPO Staff. 
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PART 4: NAPO CHAPTER BYLAWS TEMPLATE 

NAPO CHAPTER BYLAWS TEMPLATE 

This is a NAPO Chapter Bylaws template. The Articles herein are consistent with the NAPO Bylaws, the 

Chapter Affiliation Agreement and the Chapter Operations Handbook. NAPO Chapters may use this 

template to develop their own Bylaws. This template should not be modified except when necessary to 

conform to the Nonprofit Corporation Act in the state in which the Chapter is incorporated, or as agreed 

to by NAPO and the Chapter. NAPO recommends all NAPO Chapter Bylaws and revisions be reviewed by 

an attorney in the state in which the Chapter is incorporated. NAPO Chapter Bylaws are subject to 

approval by the NAPO Board of Directors and a copy must be on file at NAPO Headquarters. 

BYLAWS 

 

OF 

 

NAPO _________ CHAPTER, INC. 

 

ARTICLE I – GENERAL 

 

SECTION 1. Name.  The name of this organization is NAPO [official name as it appears on the Articles of 

Incorporation], Inc. (“the Chapter”); the Chapter may also do business as NAPO _________ Chapter, or as 

National Association of Professional Organizers ________ Chapter.  The Chapter shall at all times function as 

an independent legal entity incorporated under the [STATE] Nonprofit Corporation Act (“the Act”).  The 

Chapter is related to NAPO, Inc., doing business as the National Association of Professional Organizers 

(“NAPO”) through a Chapter Affiliation Agreement (“the Affiliation Agreement”). 

 

SECTION 2. Geographic Area and Offices.  The Chapter will operate and serve members within the 

Geographic Area designated by NAPO in the Affiliation Agreement (“Geographic Area”).  The Chapter 

shall maintain a registered office and a registered agent in the Geographic Area as determined from time 

to time by the Chapter’s Board of Directors. 

 

SECTION 3. Purposes.  The purposes of the Chapter shall be as set forth in the Chapter’s Articles of 

Incorporation.  The Chapter will support and adhere to the objectives, Code of Ethics, and other policies, 

procedures and standards for chapters as established by NAPO. 

 

SECTION 4. Limitations. 

 

 (a)  All policies and activities of the Chapter shall be consistent with the Articles of Incorporation 

of the Chapter, the Articles of Incorporation of NAPO, the Chapter Affiliation Agreement, these Bylaws, the 

NAPO Bylaws, applicable federal, state and local antitrust laws, or other requirements applicable to tax-

exempt organizations, including the requirements that the Chapter not be organized for profit and that 

no part of its net earnings inure to the benefit of any private individual. 

 

 (b)  Except as may be required by applicable law or as agreed between the Chapter and NAPO, 

these Bylaws may not conflict with NAPO’s Bylaws, with any policies, procedures, rules or directives for 

chapters established or authorized by NAPO, or with the Affiliation Agreement, the terms of which shall 
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take precedence over any inconsistencies in these Bylaws.  In the event of a conflict between the terms of 

the Affiliation Agreement and the terms of these Bylaws, the Chapter shall be governed by and adhere to 

the terms of the Affiliation Agreement. 

 

 (c)  The Chapter shall not have the power to obligate or otherwise make NAPO liable for any 

expenditures or commitments, unless such expenditures or commitments shall first have been approved 

by NAPO. 

 

 (d)  The Chapter’s authorization to operate as a chapter of NAPO may be revoked by NAPO or 

surrendered by the Chapter in accordance with the provisions of the Affiliation Agreement. 

 

 

ARTICLE II – MEMBERSHIP 

 

SECTION 1. Eligibility. 

 

a.) Persons or entities who or which are members of NAPO in good standing and engage in the 

organizing and productivity industry shall be eligible to become members of the Chapter in such 

membership categories as are consistent with NAPO’s membership categories, unless otherwise 

specified in the Chapter’s membership categories. 

 

b.) Persons or entities who or which meet the eligibility requirements for membership in the Chapter 

and are willing to subscribe to the Chapter’s Bylaws, Code of Ethics, policies and procedures shall 

be admitted to the Chapter. 

 

c.) Revocation or suspension of membership by NAPO shall automatically constitute revocation or 

suspension of membership in the Chapter. 

 

SECTION 2. Member Rights. Members of the Chapter shall, with respect to the operation and 

governance of the Chapter, have rights substantially similar to those afforded to members of NAPO.  [List 

membership categories] members in good standing shall be entitled to vote on matters submitted to a 

vote of the Chapter members.  All members in good standing except [list membership categories] 

members are eligible to serve on the Board of Directors, but only [list membership categories] in good 

standing are eligible to serve as an officer of the Chapter.  

 

SECTION 3. Dues. Chapter members shall be required to pay Chapter dues in such amounts and at such 

times as determined by the Board of Directors, provided that such amounts do not exceed dues set by the 

NAPO Board of Directors for national membership. Chapter dues are non-refundable. 

 

SECTION 4. Resignation.  A Chapter member may resign from the Chapter by submitting a written 

resignation to the Chapter President; resignation does not relieve a member from liability for the full 

annual dues or other obligations accrued and unpaid as of the date of resignation. 

 

SECTION 5. Suspension/Expulsion. A Chapter member shall be automatically expelled without action of 

the Board of Directors for failure to pay applicable dues for more than thirty (30) days, or for failure to 

meet the eligibility requirements for membership.  A Chapter member may be suspended or expelled by 

the Board of Directors for conduct detrimental to the best interest of the Chapter if the member is 

provided with advance written notice of the reason for the proposed suspension or expulsion, an 
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opportunity to contest the proposed suspension or expulsion in writing or in person before the Board of 

Directors, and final written notice of the Board’s decision at least ___ days prior to its effective date. 

 

ARTICLE III – MEMBERSHIP MEETINGS AND VOTING 

 

SECTION 1. Place of Meetings.  All meetings of the members shall be held at such place, either within or 

outside the state of [Geographical Area] as from time to time may be fixed by the Board of Directors.  The 

Board of Directors may determine to hold any meeting of the members by means of the internet, 

conference telephone, or other electronic communications technology to the extent permitted under the 

Act. 

 

SECTION 2. Annual, Regular and Special Meetings.  An annual meeting of the members of the Chapter 

shall be held at least once each calendar year on a date and at a location determined by the Board of 

Directors.  Regular meetings of the members shall be held on such dates and at such times and locations 

as determined by the Board of Directors.  Special meetings of the members may be called by the 

President, by a majority of the Board of Directors or by members having [follow Nonprofit Corporation 

Act] percent of the votes entitled to be cast at a meeting attended by all voting members. 

 

SECTION 3. Notice of Meetings.  Notice of all meetings of the members shall be delivered to the 

members in any manner permitted under the Act from time to time.  Notice of a special meeting of the 

members shall specify the purpose or purposes of the meeting, and only business within such purpose or 

purposes may be transacted at such a meeting.  

 

SECTION 4. Quorum. One-_____ (___) of the voting members in good standing shall constitute a quorum 

for the transaction of business at a meeting of the members. Unless otherwise provided herein or in the 

Act, the vote of a majority of the voting members present at a meeting at which a quorum is present shall 

be the act of the membership.  

 

SECTION 5. Proxies. Members shall not be entitled to vote by proxy. 

 

SECTION 6. Action Without a Meeting.  Any corporate action required or permitted to be taken by the 

voting members at a meeting of the members may be taken without a meeting if the corporate action is 

taken by the voting members either by the unanimous written consent procedure or by any action by 

ballot procedure specified in or permitted by the Act. 

 

 

ARTICLE IV – BOARD OF DIRECTORS 

 

SECTION 1. Authority. The Board of Directors shall have responsibility for the supervision, control and 

direction of the affairs and activities of the Chapter. The Board of Directors shall maintain fiscal well-being 

of the Chapter. The Board of Directors shall act collectively; no individual member of the Board of 

Directors or of the Chapter shall have any power or authority to act on behalf of the Chapter unless 

specifically authorized and empowered by the Board of Directors to so act. 

 

SECTION 2. Structure. The Board of Directors shall consist of three to five officers and up to seven 

additional directors. All members of the Chapter Board of Directors shall be elected by the voting 

members. The Board of Directors shall define the roles and obligations of each officer and director, 

consistently with the provisions of Article V of the NAPO Bylaws and subject also to the provisions of the 
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Act regarding the obligations of the President and the Treasurer.  A person may serve simultaneously in 

more than one position, provided that the offices of President, Treasurer and Secretary are held by three 

separate persons and provided that each member of the Board of Directors has only one vote.  

a.) Officers.  The required officers of the Chapter shall be President, Treasurer and Secretary. The 

Chapter may, at its discretion and from time to time, establish the offices of Vice 

President/President-Elect and Immediate Past President.  

 

b.) Directors. The Chapter may establish at its discretion and from time to time the following 

directorships; however, no other directorships may be created or established by the Chapter: 

Director of Administration, Director of Marketing, Director of Membership, Director of 

Professional Development, Director of Communications and Technology, Corporate Associate 

Member Director and Director at Large (in the absence of an Immediate Past President). 

 

SECTION 3. Term.  The term of office for all members of the Board of Directors shall be one year in 

duration. Members of the Board of Directors may serve successive terms. Each member of the Board of 

Directors shall hold office until his or her successor shall have been elected and qualified, or until he or 

she has provided written notice of resignation.  There shall be no limit on the number of consecutive 

terms an individual may serve on the Board of Directors. 

 

SECTION 4. Nomination and Election of Board of Directors.  During the first quarter of the fiscal year, 

the President shall, with the consent of the Board of Directors, appoint a Nominating Committee Chair for 

the purpose of placing in nomination the names of eligible persons for each elective position to be filled 

for the ensuing year.  All Officers and Directors shall be elected by the voting members no later than the 

second quarter of the fiscal year at a regular meeting of the members or by mail or electronic mail ballot. 

All newly elected members of the Board of Directors shall take office on May 15.  

 

SECTION 5. Removal/Resignation of Officers & Directors. An Officer or Director may be removed for 

cause by a vote of the voting members.  An Officer or Director may be removed by the Board of Directors 

only as specifically permitted in the Act.  An Officer or Director may resign at any time by providing 

written notice of resignation to the President or, in the case of the resignation of the President, to the 

Secretary.  An Officer or Director who is absent from two consecutive regular meetings of the Board of 

Directors shall, unless such absences are excused by the affirmative act of the Board of Directors, be 

deemed to have resigned from the Board of Directors and from any office held. 

 

SECTION 6. Vacancies.  Any vacancy occurring in the Board of Directors shall be filled by a successor 

appointed by the Board of Directors in its sole discretion.  The term of any successor appointed in 

accordance with the immediately preceding sentence shall serve the remaining portion of the term of the 

vacated position. 

 

SECTION 7. Compensation. Members of the Board of Directors shall not receive any compensation for 

their service as such, but the Board of Directors may by resolution authorize reimbursement of expenses 

incurred in the performance of their duties. 

 

ARTICLE V –BOARD OF DIRECTORS MEETINGS AND VOTING 

 

SECTION 1. Place of Meetings.  The Board of Directors may designate any place, either within or outside 

the state of [geographical location], as the place of meeting for any Regular or Special Meetings. A 
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meeting of the Board of Directors may be held, and Directors may, if so determined by the Board of 

Directors, participate in any meeting of the Board of Directors, by means of a conference telephone or 

similar communications equipment by means of which all persons participating in the meeting can hear 

and speak to each other, and participation by such means shall constitute presence in person at such 

meeting and waiver of any notice requirements. 

 

SECTION 2. Regular and Special Meetings.  At least one regular meeting of the Board of Directors shall 

be held annually.  All regular meetings of the Board of Directors shall be held at such dates and times as 

from time to time may be fixed by the Board of Directors.  Special meetings of the Board of Directors may 

be called by the President or by a majority of the Board of Directors.  Notice of a special meeting shall 

state the purpose of the meeting, and no other business shall be conducted at such a meeting.  

Attendance of a member of the Board of Directors at any special meeting shall constitute a waiver of 

notice of such meeting, except when the member of the Board of Directors attend a meeting for the 

express purpose of objecting to the transaction of any business because the meeting is not lawfully called 

or convened. 

 

SECTION 3. Notice of Meetings.  Notice of all meetings of the Board of Directors shall be delivered to 

the members of the Board of Directors in accordance with the terms of this Section 3 or, at the discretion 

of the Board of Directors, in any other manner that may be permitted under the Act from time to time, 

notwithstanding anything to the contrary stated in this Section 3.  Notice of regular meetings of the Board 

of Directors shall be given not less than twenty (20) days nor more than sixty (60) days before the date of 

such meeting.  Notice of special meetings of the Board of Directors shall be given at least twenty-four (24) 

hours before the day of the meeting.     

 

SECTION 4. Quorum.  A majority of the number of all members of the Board of Directors serving at the 

time of any meeting shall constitute a quorum for the transaction of business.  Each member of the Board 

of Directors shall have one vote on all matters submitted to a vote of the Board of Directors.  Unless 

otherwise required by the Act, the act of a majority of members of the Board of Directors present at a 

meeting at which a quorum is present shall be the act of the Board of Directors.  Less than a quorum may 

adjourn any meeting. 

 

SECTION 5. Proxies. Members of the Board of Directors shall not be entitled to vote by proxy. 

 

SECTION 6. Action Without Meeting.  The President may submit issues to the Board of Directors for a 

vote by written consent.  The President’s submission to the Board of Directors may occur by mail or by 

electronic means, provided that, in order to constitute the action of the Board, unanimous written consent 

must be obtained in the form of one or more signed counterpart documents.  Any action taken or 

resolution passed by unanimous written consent shall be reported at the next regular meeting of the 

Board of Directors.  Notwithstanding the foregoing, the Board of Directors may take action without a 

meeting by any other procedure that may be permitted under the Act from time to time.   

 

 

ARTICLE VII – COMMITTEES & TASK FORCES 

 

SECTION 1. Standing Committees. The standing committees of the Chapter shall be [list your standing 

committees]. The Executive Committee, comprised of the elected officers of the Chapter, shall have the 

authority of the Board of Directors between meetings of the Board.   
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SECTION 2. Other Committees and Task Forces. The Board of Directors may establish various other 

committees and task forces to carry on the affairs of the Chapter. The composition of each committee and 

task force and the manner of election or appointment of its members shall be determined by the Board of 

Directors.  The rules in these Bylaws governing the Board of Directors shall also apply to committees and 

task forces of the Chapter. 

 

SECTION 3. Compensation. No member of the Chapter serving in a volunteer capacity on a committee 

or task force shall receive compensation for services rendered to the Chapter in that capacity; however, 

the Board of Directors may by resolution authorize reimbursement of expenses incurred in the 

performance of their duties 

 

ARTICLE VIII – FINANCES 

 

SECTION 1. Fiscal Year.  The fiscal year of the Chapter shall be the same as the fiscal year of NAPO. 

 

SECTION 2. Budget. A budget for the ensuing year shall be approved by the Board of Directors at the last 

Regular Meeting of the Board of Directors of each fiscal year. 

 

 

ARTICLE IX - INDEMNIFICATION AND INSURANCE 

 

The Chapter shall, to the fullest extent permitted by the Act and by the U.S. Internal Revenue Code, 

defend and indemnify any person who is or was an Officer, Director, employee or agent of the Chapter 

from and against any and all expenses and liabilities actually and necessarily incurred by or imposed upon 

such person in connection with any claim, action, suit or proceeding (whether actual or threatened, civil, 

criminal, administrative or investigative, including appeals) to which such person may be or is made a 

party by reason of being or having been such Officer, Director, employee or agent.  The Board of Directors 

may authorize the purchase, either by the Chapter or by NAPO, of insurance on behalf of any current or 

former Director, Officer, employee or agent of the Chapter against any liability asserted against or 

incurred by such person which arises out of such person’s status in such capacity. 

 

 

ARTICLE IX – MISCELLANEOUS 

 

SECTION 1. Chapter Affiliation Agreement.  The Chapter, its Officers, Directors, and agents shall at all 

times act consistently with the terms of the Affiliation Agreement and with all other requirements 

imposed by NAPO under the terms of the Affiliation Agreement. 

 

SECTION 2. Books and Records. The Chapter shall keep correct and complete books and records of 

accounts and shall also keep minutes of the proceedings of its members, Board of Directors and 

committees having any of the authority of the Board of Directors, and the names and members of all of its 

committees, and shall keep at this principal office a record containing the names, addresses and 

classifications of all of its members, whether voting members or otherwise.  Members shall have only such 

rights to inspect the books and records of the Chapter as are provided in the Act.  The Chapter will make 

its books and records available to NAPO for review at any time. 

 

SECTION 4. Annual Report to the Association.  The Chapter will submit an annual report to NAPO in 

such form and at such time as determined by NAPO.  
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SECTION 5. Contracts.  The Chapter’s Board of Directors may authorize any Officer, Director, agent or 

employee of the Chapter to enter into or execute any contract on behalf of the Chapter. However, without 

such authorization, no person has the power or authority to bind the Chapter under any contract or 

agreement, to pledge the Chapter’s credit, or to render the Chapter liable for any purpose or in any 

amount. 

 

SECTION 6. Conflict of Interest Policy.  The Chapter’s Board of Directors shall adopt a conflict of interest 

policy and annual disclosure process that is consistent with NAPO’s conflict of interest policy and 

disclosure process. 

 

SECTION 7. Amendments.  Amendments to these Bylaws shall be made by a majority vote of the Board 

of Directors followed by a majority vote of the voting members, provided that the notice for each Board 

or membership meeting at which any Bylaw amendment is voted upon shall include a summary of the 

proposed amendment.  No amendment to the Bylaws shall be effective until it has also been approved by 

the Board of Directors of NAPO. 

 

SECTION 8. Parliamentary Rules.  The most recent edition of Robert’s Rules of Order shall be the 

governing parliamentary rules of the Chapter, but only to the extent that such Rules are not inconsistent 

with the Act, the Chapter’s Articles of Incorporation, these Bylaws, or policies and procedures duly 

adopted by the Chapter’s Board of Directors. 

 

SECTION 9. Waiver of Notice.  Whenever any notice whatsoever is required to be given under the 

provisions of the Act or under the provisions of the Articles of Incorporation or Bylaws of the Chapter or 

any other applicable provision of applicable law, a waiver thereof in writing signed by the person or 

persons entitled to such notice, whether before or after the time stated therein, shall be deemed 

equivalent to the giving of such notice. 

 

 

Adopted: _______________________________ [Date] 

 

 

_______________________________________  

Chapter Secretary 
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PART 5: EXHIBITS 

EXHIBIT I. NAPO BYLAWS 

 
BYLAWS 

of NAPO, INC. 

As amended November 30, 2013 

 

Article I – NAME 

 

The name of this Association is NAPO, Inc. The Association shall also do business as the National Association of 

Professional Organizers and as NAPO.  

 

Article II - MEMBERSHIP 

 

Section 1 Membership Classifications and Qualifications  

 

A. Professional Member  

 

A Professional Member shall be an individual, who has successfully completed the Professional Practices course 

requirements and is engaged in the organizing and/or productivity profession. A Professional Member is entitled to 

voting privileges, may serve as Director on the Board, and may serve as an Officer of the Association.  

 

B. Provisional Member  

 

A Provisional Member is the entry membership level for all aspiring NAPO Professional Members. A Provisional 

Member shall be an individual engaged in the organizing and/or productivity profession. To become a Professional 

Member, a Provisional Member must successfully complete the Professional Practices course requirements. A 

Provisional Member is not entitled to voting privileges, shall not serve as a Director on the Board, and shall not 

serve as an Officer of the Association.  

 

C. Employee of Professional Member  

 

An Employee of Professional Member shall be an individual who is a current employee of a Professional Member 

(or of a Professional Member’s Company) and is engaged in the organizing and/or productivity profession. An 

Employee of Professional Member is not entitled to voting privileges, shall not serve as a Director on the Board, 

and shall not serve as an Officer of the Association.  

 

D. Emeritus Member  

 

An Emeritus Member shall be an individual who is a retired Professional Member no longer engaged in the 

organizing and/or productivity profession, is at least 55 years of age, and has been a NAPO member for at least 15 

years. An Emeritus Member is entitled to voting privileges, may serve as a Director on the Board, but shall not 

serve as an Officer of the Association.  

 

E. Corporate Associate Member  

 

A Corporate Associate Member shall be a business entity that is engaged in the manufacture, distribution, and/or 

sale of equipment and/or supplies or services that complement the organizing and/or productivity industry. Each 

Corporate Associate Member shall designate one individual as its Representative to the Association. A Corporate 
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Associate Member Representative is entitled to voting privileges, may serve as a Director on the Board, but shall 

not serve as an Officer of the Association.  

 

F. Allied Member  

 

An Allied Member shall be an individual who is employed by a government agency, postsecondary educational 

institution, nonprofit organization, for-profit entity, or is self-employed and is engaged as an organizing and/or 

productivity professional who does not offer services to the public. An Allied Member shall not be a business entity 

that is engaged in the manufacture, distribution, and/or sale of equipment and/or supplies or services that 

complement the organizing and/or productivity industry.  

 

An Allied Member is not entitled to voting privileges, may serve as a Director on the Board and participate in Board 

votes as part of Board service, but shall not serve as an Officer of the Association.  

 

G. Academic Member  

 

An Academic Member shall be an individual who is employed as an educator at an accredited college or university 

and is engaged in the organizing and/or productivity profession as:  

• An educator of students pursuing academic credit for coursework that teaches industry-accepted 

principles and/or skills, and/or best practices.  

• An academic researcher/writer pursuing an area of study with the intention to create new knowledge or 

to expand the current base of knowledge within our industry.  

 

An Academic Member does not offer productivity and/or organizing services to the public. An Academic Member is 

not entitled to voting privileges, may serve as a Director on the Board and participate in Board votes as part of 

Board service, but shall not serve as an Officer of the Association.  

 

H. Student Member  

 

A Student Member shall be an individual who is enrolled as a full-time student at an accredited college or 

university. A Student Member is not entitled to voting privileges, shall not serve as a Director on the Board, and 

shall not serve as an Officer of the Association.  

 

Section 2 Procedure for Membership Application  

 

An individual or company applying for membership shall complete a membership application form indicating the 

class of membership for which he/she/it is applying. Appropriate dues shall be paid at the time the application is 

submitted. All membership applications will be processed and administered by the Association's management in 

accordance with the criteria and procedures set forth in these Bylaws and in the Association's Policies and 

Procedures Manual. The Association’s determination of an applicant’s appropriate membership category shall be 

final.  

 

Section 3 Code of Ethics  

 

The Association shall promulgate a Code of Ethics setting forth a model for Members’ conduct. All Members shall 

be deemed to subscribe to the Code of Ethics.  

 

Section 4 Suspension and Expulsion 

 

Any membership may be suspended or terminated for cause. Sufficient cause shall be a failure to pay when due 

any dues, assessments or other financial obligations due to the Association, a violation of the Bylaws or any lawful 

policy or practice adopted by the Association, or any other conduct prejudicial to the Association. Except with 
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respect to action based upon a Member’s failure to pay amounts due to the Association, suspension or expulsion 

shall be by a two-thirds vote of the Board of Directors, provided that a written statement of the reasons for the 

suspension or expulsion shall have been sent to the Member at least twenty (20) days before final action is taken 

thereon. The statement shall be accompanied by a notice of the time and place of the Meeting of the Board of 

Directors at which the charges shall be considered, and the Member shall have the opportunity to appear in 

person or by counsel to present any defense before action is taken.  

 

Article III - CHAPTERS 

Section 1 Chapter Requirements  

 

A. Chapter Formation  

 

The Board of Directors of the Association shall grant a Charter to a group of Professional Members to operate as a 

Chapter who shall have:  

 

1. fulfilled the terms of the Chapter-In-Formation Agreement;  

2. agreed to the terms and conditions of the Chapter Agreement.  

 

B. Chapter Operation  

 

1. Dues  

 

Chapters shall be permitted to charge Chapter dues only to the extent that such dues do not exceed the 

maximum amount for Chapter dues as set from time to time by the Association's Board of Directors.  

 

2. Bylaws  

 

Chapter Bylaws shall be consistent with the Association’s Bylaws and shall be approved by the Association's 

Board of Directors. Amendments to Chapter Bylaws shall be submitted to the Association's Board of Directors 

for approval prior to enactment. Chapter Bylaws shall be subject to annual review by the Association's Board 

of Directors.  

 

Section 2 Chapter Suspension or Termination  

 

A. Suspension or Revocation of Charter by the Association  

 

The Board of Directors of the Association shall have the authority to suspend or revoke the Charter of any Chapter 

by a two-thirds (2/3) vote of the Board of Directors if the Chapter fails to comply with the terms of its Chapter 

Agreement. A Chapter whose Charter is being suspended or revoked shall be notified in writing.  

 

B. Chapter Resignation  

 

Any Chapter may resign from the Association provided that all financial and other obligations of its Charter have 

been fulfilled. Such resignation shall become effective when accepted in writing by the Association's Board of 

Directors.  

 

Section 3 Reinstatement of Chapters  

 

The Board of Directors of the Association shall have the authority to reinstate, by a two-thirds (2/3) vote, the 

Charter of a Chapter that requests such reinstatement after such Chapter has resigned or has had its Charter 

suspended or revoked.  
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Article IV - ASSOCIATION MANAGEMENT 

Section 1 Board of Directors  

 

A. Authority  

 

The Board of Directors shall have responsibility for the supervision, control and direction of the affairs of the 

Association. 

 

B. Structure  

 

The Association's Board of Directors shall consist of eleven (11) Directors, as follows:  

1. four (4) Officers:  

a. President  

b. Secretary  

c. Treasurer  

d. President-Elect or Immediate Past President in alternate years;  

2. seven (7) additional Directors, including at least four (4) Professional Member Directors and at least one (1) 

Corporate Associate Member Director.  

 

C. Meetings  

 

1. The Board of Directors shall hold Regular Meetings no less than four (4) times throughout the calendar year.  

 

2. The President or any other three (3) members of the Board of Directors may call a special Meeting for a 

specific purpose. No business other than that specified in the Meeting notice shall be conducted at said 

Meeting. At least three (3) days prior notice by telephone, facsimile, electronic message, or in writing must be 

given to all members of the Board of Directors.  

 

3. At any Board of Directors Meeting, a majority of the Directors shall constitute a quorum.  

 

Unless a greater number or percentage is required by these Bylaws or applicable law, the Board of Directors 

shall act by a majority vote at a Meeting at which a quorum is present. Directors shall not be entitled to vote 

by proxy.  

 

4. The Board of Directors may determine to conduct any Meeting in whole or in part by remote 

communications technology, provided that each person entitled to participate in the Meeting consents to the 

use of such technology, and provided further that the technology to be utilized permits all participants in the 

Meeting to communicate concurrently with each other.  

 

D. Action without a Meeting  

 

The Board of Directors may act other than at a Meeting only by unanimous written consent of the entire Board of 

Directors. For purposes hereof, written consent may be given by mail, facsimile, electronic message or any other 

method permitted under the Texas Nonprofit Corporation Law.  

 

E. Resignation  

 

Any Officer or Director may resign by providing written notice thereof to the President or the Secretary. Any 

resignation need not be accepted to be effective.  
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F. Removal of Officers/Directors  

 

1. A Director may be removed by a two-thirds (2/3) vote of the Board of Directors for conduct not in the best 

interest of the Association or for two (2) consecutive absences from Regular Meetings of the Board of 

Directors.  

 

2. An Officer may be removed by a two-thirds (2/3) vote of the Board of Directors when such removal would 

serve the best interests of the Association.  

 

G. Compensation  

 

Directors shall not receive any compensation for their service as Directors of the Association, but the Board of 

Directors may by resolution authorize reimbursement of expenses incurred in the performance of their duties.  

 

Section 2 Executive Committee  

 

The President, Secretary, Treasurer, and President-Elect or Immediate Past President shall constitute the Executive 

Committee of the Board of Directors. The Executive Committee shall be empowered to exercise the authority of 

the Board of Directors between the Meetings of the Board of Directors. The quorum for a Meeting of the Executive 

Committee shall be three (3) members of the Committee. Meetings may be called by the President or by any two 

(2) members of the Committee. The Executive Committee may act by a majority vote at a Meeting at which a 

quorum is present. Minutes of all Executive Committee Meetings shall be provided to all Directors, and the 

Executive Committee shall report at each Board of Directors Meeting concerning its actions since the last Board of 

Directors Meeting.  

 

Section 3 Professional Staff  

 

The Association's day-to-day activities shall be managed and conducted by professional staff under the direction of 

the Board of Directors. The Board of Directors may employ professional staff directly or engage an association 

management company to act as professional staff.  

 

Article V - DUTIES OF OFFICERS AND DIRECTORS 

Section 1 Officers  

A. The President shall:  

1. be considered the executive officer of the Association and supervise the conduct of the Association's 

business and activities;  

2. organize and preside at Meetings of the Members, the Board of Directors and the Executive Committee;  

3. assign Directors to specific strategic planning areas;  

4. perform other duties as may be prescribed in these Bylaws or outlined in the Association's Policies and 

Procedures Manual;  

6. perform other duties as assigned by the Board of Directors;  

7. succeed to the office of Immediate Past President.  

 

B. The President-Elect shall:  

1. act in place of the President when the President is absent or unable to act;  

2. perform other duties as may be prescribed in these Bylaws or outlined in the Association's Policies and 

Procedures Manual;  

3. perform other duties as assigned by the President or the Board of Directors;  

4. succeed to the office of President.  
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C. The Secretary shall:  

1. maintain, or cause to be maintained, the official copies of the Association's Minute Book, Bylaws, and 

Policies and Procedures Manual;  

2. perform other duties as may be prescribed in these Bylaws or outlined in the Association's Policies and 

Procedures Manual;  

3. perform other duties as assigned by the President or the Board of Directors.  

 

D. The Treasurer shall:  

1. chair the Finance/Audit Committee;  

2. oversee, or cause to be overseen, the funds and finances of the Association;  

3. submit a report on the financial condition of the Association in conjunction with each Regular Meeting of 

the Board of Directors;  

4. arrange for the preparation of an annual financial report of the Association which will conform to AICPA 

standards;  

5. arrange for a financial review of the Association's books as directed by the Board of Directors;  

6. be responsible for overseeing the filing of all required governmental reports;  

7. perform other duties as may be prescribed in these Bylaws or outlined in the Association's Policies and 

Procedures Manual;  

8. perform other duties as assigned by the President or the Board of Directors.  

 

E. The Immediate Past President shall:  

1. serve as an advisor to the President;  

2. chair the Nominating Committee;  

3. perform other duties as may be prescribed in these Bylaws or outlined in the Association's Policies and 

Procedures Manual;  

4. perform other duties as assigned by the President or the Board of Directors;  

5. act in place of the President when the President is absent or unable to act.  

 

Section 2 Directors  

A. The Directors shall:  

1. serve as liaisons between the Board of Directors and the Committees within the strategic planning areas to 

which the Directors are assigned;  

2. perform other duties as may be prescribed in these Bylaws or outlined in the Association's Policies and 

Procedures Manual;  

3. perform other duties as assigned by the President or the Board of Directors.  

 

Article VI - ELECTION OF OFFICERS AND DIRECTORS 

Section 1 Nominating Committee  

 

The Immediate Past President of the Association shall serve as chairperson of the Nominating Committee. In the 

event the Immediate Past President is unable or unwilling to serve, and in years when no Immediate Past President 

is serving on the Board, the President shall, with the approval of the Board, appoint a chairperson who is a Board 

Member who is not the President, and who would not accept nomination for office.  

 

The Committee Chairperson shall, with the approval of the Board of Directors, appoint to serve on the Nominating 

Committee a minimum of two (2) members who are not currently serving on the Board of Directors and a 

minimum of one (1) current member of the Board of Directors. No member appointed to the Nominating 

Committee shall be eligible to be nominated as a candidate for a position as an Officer or Director on the Board of 

the Association during that year’s election.  
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Section 2 Officers and Directors  

 

A. Time and Method of Nominations  

 

1. The Nominating Committee shall solicit nominations from all of the Voting Members ninety (90) days prior 

to the election. Position descriptions and eligibility requirements of the positions available shall be included 

with the nomination form. The Voting Members shall have twenty-eight (28) days to respond.  

 

2. As the Nominating Committee receives nominations, the Committee shall contact the nominees to confirm 

their eligibility and willingness to serve if elected. The Nominating Committee shall review all accepted 

nominations and shall select and recommend to the Board of Directors, for its approval, a final slate of 

candidates for membership vote.  

 

B. Eligibility for Nomination  

 

To be eligible for nomination as an Officer or Director, the candidate must meet the following qualifications:  

 

1. be a Professional Member for Officer positions; a Member eligible to serve as a Director; or a Corporate 

Associate Member Representative of a company, branch, or franchise which would not have a Representative 

serving concurrently on the Board;  

 

2. consent to serve, if elected;  

 

3. be able to participate in the Regular Meetings of the Board of Directors.  

 

C. Time and Method of Election  

 

1. The election shall be held annually in the month of January. The Voting Members shall elect the President-

Elect in even numbered years and shall elect the Secretary and Treasurer for staggered terms and Directors as 

necessary to maintain the composition of the Board as required by Article IV – ASSOCIATION MANAGEMENT, 

Section 1B, Structure, hereof.  

 

The Nominating Committee shall disseminate ballots along with the biographies of the candidates to all Voting 

Members no later than twenty-eight (28) days prior to the published election date.  

 

2. The election procedures shall be supervised by the Secretary, subject to the following rules:  

 

a. Only Voting Members may vote in the election;  

b. The candidate(s) receiving the greatest number of votes shall be elected;  

c. In the event of a tie vote for any position, a run-off election shall be conducted in accordance with the 

same voting procedures followed in the January election.  

 

3. The election may be conducted, as the Board of Directors shall determine, either at a Meeting, by mail 

ballot, by facsimile ballot, by electronic message, by any combination of those methods, or by any other 

means permitted under the Texas Nonprofit Corporation Law.  

 

D. Term of Office  

 

1. The term of office to which the Secretary, Treasurer, or a Director is elected shall be three (3) consecutive 

years.  

2. The term of office for the President-Elect and the Immediate Past President is one (1) year. These positions 

serve in alternate years.  
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3. The term of office of the President is two (2) years.  

4. The newly-elected Officers and Directors shall assume the duties of their positions on May 15 in the year 

they are elected.  

5. No Member shall be eligible to serve more than two (2) consecutive terms in the same position.  

 

Section 3 Vacancies  

 

If a vacancy occurs in the Office of President, the President-Elect shall succeed to the Office of President. In years 

where there is no President-Elect, the Immediate Past President will recommend to the Board of Directors an 

individual to complete the President’s term. That person shall be appointed to the position upon approval of the 

recommendation by the Board of Directors. If a vacancy occurs in any other Officer or Director position, then the 

President shall recommend an individual who meets the qualifications for the position to fill the unexpired term. 

That person shall be appointed to the position upon approval of the recommendation by the Board of Directors. If 

the Board of Directors does not approve the recommendation, then the person making the recommendation will 

make another recommendation, and the process will continue until an appointment is made. Any person 

recommended to fill a vacancy may or may not be a current Officer or Director. If the appointment creates another 

vacancy in any Officer or Director position, then this process will be repeated until all vacancies are filled. 

 

Article VII - COMMITTEES AND TASK FORCES 

 

Section 1 Committees  

 

A. Standing Committees  

 

The Standing Committees of the Association shall be:  

1. Executive  

2. Finance/Audit  

3. Nominating  

 

B. Other Committees  

 

The Board of Directors may create and disband other Committees from time to time as the Association's business 

requires. The Chairpersons of these Committees shall be appointed by the President.  

 

Section 2 Task Forces  

 

The Board of Directors may from time to time appoint one or more Task Forces as the Board of Directors deems 

necessary to serve the needs of the Association. The Task Forces will report their findings in writing to the 

President a minimum of thirty (30) days prior to each scheduled Board of Directors Meeting. Each Task Force shall 

be disbanded upon the conclusion of the business for which it was appointed.  

 

Article VIII - FINANCES 

 

Section 1 Fiscal Year  

 

The fiscal year of this Association shall be as determined by the Board of Directors.  
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Section 2 Budget  

 

A budget for the next fiscal year shall be proposed by the Finance/Audit Committee and presented for approval to 

the Board of Directors at the last Regular Meeting of the Board of Directors of each fiscal year.  

 

Section 3 Dues  

 

Dues shall be established by the Board of Directors from time to time. Dues shall not be refundable.  

 

Section 4 Financial Accountability  

The Association’s books and records shall be available to Members, at the Association’s offices during normal 

office hours, for inspection and copying at the individual Member’s expense, provided that the Member shall first 

make a written request specifying both the records to be reviewed and the purpose thereof, that the purpose is a 

proper one under applicable law, and that the records are relevant to the stated purpose.  

 

Article IX - ANNUAL AND SPECIAL MEETINGS OF THE MEMBERS 

 

Section 1 Annual Meeting  

 

The Annual Meeting of the Members of the Association shall be held at a time and place designated by the Board 

of Directors; provided, however, that the Annual Meeting shall be held in conjunction with the Association's 

annual conference so long as the Association continues to hold annual conferences. The purpose of the Annual 

Meeting shall be for the transaction of such business as may come before the Members. 

 

Section 2 Special Meetings  

 

Special Meetings of the Members of the Association may be called by the President, by the Board of Directors, or 

by Members having not less than one-tenth (1/10) of the votes entitled to be cast at such Meeting.  

 

Section 3 Notice of Meetings  

 

Notice for each Annual Meeting and Special Meeting of the Members shall be disseminated to all Members not 

less than ten (10) nor more than sixty (60) days before the Meeting. The notice shall state the time and place of 

the Meeting. In addition, the notice for a Special Meeting shall state the purpose or purposes for which the Special 

Meeting is called. Notice may be given personally, by regular mail, by facsimile, by electronic message, by any 

combination of those methods, or by any other means permitted under the Texas Nonprofit Corporation Law. 

Members shall not be entitled to participate in Meetings by conference telephone or other remote 

communications technology.  

 

Section 4 Membership Voting  

 

The Board of Directors may determine that any vote of the Members which could be conducted at a Meeting of 

the Members, including a vote to amend these Bylaws, may be conducted by mail, by facsimile transmission, by 

electronic message, by any combination of those methods, or by any other means permitted under the Texas 

Nonprofit Corporation Law. Members shall be entitled to vote in person or by proxy.  

 

Article X - PARLIAMENTARY AUTHORITY 

 

The rules contained in the most recent full edition of Robert's Rules of Order, Newly Revised, shall govern 

Meetings of the Board of Directors, the Executive Committee and all Meetings of the Members of this Association, 

but only to the extent that such rules are applicable and not inconsistent with the Association’s Articles of 

Incorporation, these Bylaws, the Association’s Policies and Procedures Manual, or any other policies duly adopted 

by the Board of Directors.  
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Article XI - INDEMNIFICATION AND INSURANCE 

 

The Association shall, to the extent that its obligations hereunder are (a) covered by the proceeds of a policy of 

insurance purchased by the Association, and (b) permitted by the Texas Nonprofit Corporation Law, indemnify and 

advance expenses to any person who is or is threatened to be named a defendant or respondent in any proceeding 

because the person is or was a Director, Officer, or agent of the Association. The Association may purchase and 

maintain insurance on behalf of any such person against any liability asserted against or incurred by such person in 

such capacity.  

 

Article XII - AMENDMENTS 

 

These Bylaws may only be amended upon recommendation of the Board of Directors and subsequent approval by 

the Association's Voting Members as follows:  

 

A. Notice of a proposed amendment or amendments may be given by regular mail, by facsimile, by electronic 

message, by any combination of those methods, or by any other means permitted under the Texas Nonprofit 

Corporation Law and shall be disseminated to the Voting Members along with a ballot for voting and 

instructions as to how the ballot is to be cast.  

 

B. The Voting Members shall have a period of twenty-eight (28) days, beginning with and including the date on 

the ballot, in which to cast their vote on the proposed amendment or amendments.  

 

C. Ballots not cast during the twenty-eight (28) day voting period shall not be counted.  

 

D. A simple majority of the votes cast by the Voting Members shall serve to adopt, include, and incorporate 

the proposed amendment or amendments into the Bylaws.  

 

E. If an amendment or amendments are adopted, all Members shall be supplied with copies of the newly-

amended Bylaws.  
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EXHIBIT II. CHAPTER AFFILIATION AGREEMENT TEMPLATE 

 

Chapter Affiliation Agreement Template 

 

 THIS AFFILIATION AGREEMENT (the "Agreement"), is made this _____ day of ________, 20____, by and 

between NAPO, Inc., doing business as the National Association of Professional Organizers (“NAPO”), a Texas 

nonprofit corporation exempt from U.S. income taxation under Section 501(c)(3) of the Internal Revenue Code, 

and _______________ _________________________________("CHAPTER"). 

 The parties hereby agree as follows: 

I. Grant of Charter to CHAPTER. 

A. Charter.  NAPO hereby grants to CHAPTER a non-exclusive charter to be a chapter of 

NAPO.  For only as long as this Agreement remains in effect, and as is more fully set 

forth elsewhere herein, CHAPTER is authorized to use the name “National Association of 

Professional Organizers” and the acronym “NAPO” or “NAPO, Inc.” in connection with 

CHAPTER’S name, and the NAPO chapter logo, subject to the terms and conditions of 

this Agreement and any written guidelines attached to or incorporated in this 

Agreement or subsequently provided to CHAPTER by NAPO. 

B. Term and Termination.  The Term of this Agreement shall commence on the effective 

date set forth above and shall continue until revoked by NAPO or surrendered by 

CHAPTER, pursuant to the terms of the NAPO Bylaws and this Agreement for revocation 

and surrender. 

C. Geographic Area.  CHAPTER shall be considered a NAPO chapter pursuant to and in 

accordance with NAPO's mission and purposes as set forth in NAPO's Articles of 

Incorporation, Bylaws, policies and procedures, or as otherwise established by NAPO's 

Board of Directors.  CHAPTER acknowledges that this designation is non-exclusive in its 

geographic area.  The parties acknowledge and agree that CHAPTER is entitled to admit 

as members persons located outside its geographic area. 

 

D. Authorized Activities.  NAPO specifically authorizes CHAPTER to conduct activities within 

its geographic area as outlined in the Chapter Operations Handbook provided by NAPO 

to CHAPTER, which Handbook may be amended from time to time by NAPO, as well as 

other activities that are consistent with the mission and purposes of NAPO.  

II. Membership. 

Professional organizer members of CHAPTER must first be members of NAPO. Any professional organizer 

member of NAPO is eligible to be a member of CHAPTER. Associate members of CHAPTER are not 

required to join NAPO. 

If a professional organizer’s membership in NAPO expires, such person’s membership in CHAPTER shall 

automatically expire.  The terms and conditions of membership in NAPO shall be determined exclusively 

by NAPO.  The terms and conditions of membership in CHAPTER shall be substantially the same as the 
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terms and conditions of membership in NAPO and shall be set forth in CHAPTER’s Bylaws.  CHAPTER may 

set and collect its membership dues and any assessments authorized by the CHAPTER Board of Directors, 

but such dues and assessments may not exceed the dues charged by NAPO. 

III. Obligations of CHAPTER. 

 CHAPTER's obligations under this Agreement shall include: 

A. Corporate and Tax Status.  CHAPTER warrants that it is a legal entity separate and 

distinct from NAPO, that it is incorporated and that it is and at all times shall remain in 

good standing in the jurisdiction of its incorporation, and that, to the extent that it is 

eligible to do so, it is or desires to become exempt from U.S. federal income tax through 

NAPO’s group exemption under Section 501(c)(3) of the U.S. Internal Revenue Code.  

B. Bylaws and Other Requirements.  As a condition of receipt of its charter as a chapter of 

NAPO, CHAPTER provided to NAPO, and NAPO provided its approval to, the Bylaws of 

CHAPTER.  These CHAPTER Bylaws are, and shall remain, not inconsistent with the 

Articles of Corporation and Bylaws of NAPO, as well as with the Sample Chapter Bylaws 

provided by NAPO to CHAPTER, except as otherwise required by law or agreed by the 

parties.   Any amendments to CHAPTER’s Bylaws must first be submitted to, and 

approved by, NAPO.  CHAPTER shall conduct its activities at all times in strict accordance 

with its Bylaws, and shall comply at all times with all of the requirements set forth in 

NAPO's Bylaws and all other chapter-related policies, procedures, handbooks, manuals, 

or other written guidance promulgated by NAPO. 

C. Compliance with Laws.  CHAPTER warrants that it is and will remain in full compliance 

with all applicable laws, regulations and other legal standards that may affect its 

performance under this Agreement. 

D. Recordkeeping, Reporting and Inspection.  CHAPTER shall maintain reasonable records 

related to all of its programs, activities and operations, including without limitation 

minutes of the meetings of its members and board of directors.  CHAPTER shall submit 

regular written reports, as outlined in the Bylaws and Chapter Operations Handbook, to 

NAPO summarizing its programs, activities and operations, including but not limited to 

financial statements, a list of outgoing and elected officers and directors, and a roster of 

current CHAPTER members, with contact information.  Upon the written request of 

NAPO and at NAPO’s expense, CHAPTER shall permit NAPO or NAPO’s designated agent 

to review appropriate records of CHAPTER pertaining to its programs, activities and 

operations.  Alternatively, CHAPTER shall send to NAPO copies of such records. 

E. Programs and Activities.  CHAPTER shall endeavor to sponsor and conduct programs and 

activities that further the purposes and objectives of NAPO, and shall use its best efforts 

to ensure that such programs and activities are of the highest quality with respect to 

content, materials, logistical preparation, and otherwise.  CHAPTER shall endeavor to 

use, to the extent possible, materials available through NAPO in support of such 

programs and activities.  Notice of upcoming CHAPTER meetings, conferences and 

seminars, as well as other programs and activities that CHAPTER intends to sponsor or 

conduct, shall be made publicly available.  NAPO may, at its sole discretion, send 

representatives to observe such programs and activities.  CHAPTER shall not take a 

position on any federal, state or local legislative, regulatory or other issue without 
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NAPO’s prior written approval both of CHAPTER’s involvement in and position on such 

issue.  CHAPTER shall adopt as its own the NAPO Code of Ethics. 

IV. Intellectual Property and Confidential Information. 

A. Limited License.  In accordance with NAPO’s non-exclusive grant to CHAPTER to be a 

chapter of NAPO, CHAPTER is hereby granted a limited, revocable, non-exclusive, non-

divisible, non-transferable, non-assignable license to use, during the Term of this 

Agreement in or in connection with CHAPTER’s name, acronym and logo and for other 

official CHAPTER-related purposes the following Intellectual Property:  

(i)  the name “National Association of Professional Organizers,” the 

acronyms “NAPO” and “NAPO, Inc.,” the NAPO chapter logo, and 

other NAPO trademarks, service marks, trade names, and logos, 

(ii)  NAPO’s membership mailing, telephone, and electronic mail lists with 

respect to past, current or prospective members of NAPO located 

within CHAPTER's geographic area (“the Mailing List”), and  

(iii)  all copyrighted or proprietary information and materials provided by 

NAPO to CHAPTER.   

The authority to use the Intellectual Property is limited to those activities authorized 

under this Agreement, subject to the terms and conditions of this Agreement and any 

written guidelines contained in the Chapter Operations Handbook, or subsequently 

provided to CHAPTER by NAPO. 

   1. The Intellectual Property is and shall remain at all times the 

sole and exclusive property of NAPO.  The Intellectual 

Property may be used by CHAPTER if and only if such use is 

made pursuant to the terms and conditions of this limited 

and revocable license.   

   2. The NAPO chapter logo furnished to CHAPTER by NAPO may 

not be revised or altered in any way, and must be displayed in 

the same form as produced by NAPO.  The Intellectual 

Property may not be used in conjunction with any other 

trademark, service mark, or other mark without the express 

prior written approval of NAPO.  

3. The Intellectual Property must be used by CHAPTER in a 

professional manner and solely for official CHAPTER-related 

purposes.  CHAPTER shall not permit any third party to use 

the Intellectual Property without NAPO's express prior 

written approval.  CHAPTER shall not sell or trade the 

Intellectual Property without NAPO's express prior written 

approval.  The Intellectual Property may not be used for 

individual personal or professional gain or other private 

benefit. The Intellectual Property may not be used in any 
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manner that, in the sole discretion of NAPO, discredits NAPO 

or tarnishes its reputation and goodwill; is false or 

misleading; violates the rights of others; violates any law, 

regulation or other public policy; or mischaracterizes the 

relationship between NAPO and CHAPTER. 

4. CHAPTER shall maintain the confidentiality of the Mailing List and shall not sell, 

lease, rent, trade, transmit, or otherwise disseminate the Mailing List, in whole 

or in part, to any third party without the express prior written approval of 

NAPO. 

  5. In any authorized use by CHAPTER of the Intellectual Property, CHAPTER shall 

ensure that the applicable trademark and copyright notices are used pursuant 

to the requirements of United States law or state law and any other guidelines 

that NAPO may prescribe. 

 6. NAPO reserves the right to prohibit use of any of the Intellectual Property, as 

well as to impose other sanctions, if it determines, in its sole discretion, that 

CHAPTER’s usage thereof is not in strict accordance with the terms and 

conditions of this limited and revocable license. 

 7. All rights of usage of the Intellectual Property by CHAPTER shall terminate 

immediately upon the revocation, surrender or other termination of this 

Agreement.  CHAPTER's obligations to protect the Intellectual Property shall 

survive the revocation, surrender or other termination of this Agreement. 

V. Relationship of Parties. 

Nothing herein shall create any joint venture, partnership, or agency relationship of any kind between the 

parties.  Unless expressly agreed to in writing by the parties, neither party is authorized to incur any 

liability, obligation or expense on behalf of the other, to use the other's monetary credit in conducting any 

activities under this Agreement, or to represent to any third party that CHAPTER is an agent of NAPO.  

CHAPTER shall include, in all of its publications and contracts, a statement to the effect that CHAPTER is a 

legal entity separate and distinct from NAPO and is not entitled to act on behalf of or to bind NAPO, 

contractually or otherwise. 

VI. Indemnification. 

CHAPTER shall defend and hold harmless NAPO, its officers, directors, members and agents, from and 

against any and all claims, actions, suits, demands, losses, damages, judgments, settlements, costs and 

expenses (including reasonable attorneys' fees and expenses), and liabilities of every kind and character 

whatsoever (a "Claim"), which may arise out of the acts or omissions of CHAPTER, its officers, directors, 

members and agents, whether in connection with this Agreement or otherwise. The provisions of this 

Section shall survive any revocation, surrender or other termination of this Agreement. 

VII. Revocation or Surrender of Charter. 

A. Revocation of Charter.  NAPO, through its Board of Directors, shall have the authority to 

revoke the charter of CHAPTER if the Board of Directors determines that the conduct of 

CHAPTER is in breach of any provision of this Agreement.  Any decision by NAPO to 
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revoke CHAPTER's charter shall be initiated by sending written notice to CHAPTER 

specifying the grounds upon which the revocation is based; provided, however, that 

NAPO shall provide CHAPTER with thirty (30) days from the date of such notice to 

correct any alleged breach of this Agreement.  In the event that NAPO determines, in its 

sole discretion, that CHAPTER has not corrected the condition leading to NAPO's 

decision to revoke CHAPTER's charter, NAPO shall so notify CHAPTER in writing.  NAPO's 

decision shall become final upon CHAPTER’s receipt of such written notice from NAPO.  

NAPO shall also be entitled to revoke the charter of CHAPTER without cause upon ninety 

(90) days written notice to CHAPTER. 

B. Surrender of Charter.  CHAPTER may surrender its charter by delivering to NAPO written 

notice of its intention to do so no less than ninety (90) days prior to the effective date of 

such surrender. 

C. Effect of Revocation or Surrender.  Upon revocation or surrender of CHAPTER’s charter, 

this Agreement shall be considered immediately terminated, and CHAPTER shall no 

longer be entitled to any rights granted hereunder, including without limitation the right 

to utilize NAPO Intellectual Property in CHAPTER’s name or otherwise.  CHAPTER shall 

immediately take all steps necessary to cease use of the Intellectual Property, including 

all steps necessary to change CHAPTER’s name to a name which does not incorporate or 

infringe upon NAPO’s Intellectual Property.  

VIII. Miscellaneous. 

A. Entire Agreement.  This Agreement:   

(i)  constitutes the entire agreement between the parties;  

(ii)  supersedes and replaces all prior agreements, oral and written, between the 

parties; and  

(iii)  may be amended only by a written instrument clearly setting forth the 

amendment(s) and executed by both parties. 

B. Warranties.  Each party covenants, warrants, and represents that it has the authority to 

enter into this Agreement, that it shall comply with all laws, regulations and other legal 

standards applicable to this Agreement, and that it shall exercise due care and act in 

good faith at all times in performance of its obligations under this Agreement.  The 

provisions of this Section shall survive any revocation, surrender or other termination of 

this Agreement. 

C. Governing Law.  All questions with respect to the construction of this Agreement or the 

rights and liabilities of the parties hereunder shall be determined in accordance with the 

laws of the State of New Jersey, United States of America, without regard to that 

jurisdiction’s choice of law principles.  Any legal action taken or to be taken by either 

party regarding this Agreement or the rights and liabilities of parties hereunder shall be 

brought only before a federal or local court of competent jurisdiction located within the 
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State of New Jersey, United States of America.  Each party hereby consents to the 

personal jurisdiction of the federal and local courts located within that jurisdiction. 

D. Force Majeure.  Neither party shall be liable for failure to perform its obligations under 

this Agreement due to events beyond its reasonable control, including, but not limited 

to, strikes, riots, wars, fire, acts of God, and acts in compliance with any applicable law, 

regulation or order (whether valid or invalid) of any governmental body. 

E. Notice.  All notices and demands of any kind or nature that either party may be required 

or may desire to serve upon the other in connection with this Agreement shall be in 

writing and may be served personally, by facsimile, by certified mail, or by overnight 

courier, with receipt deemed to have occurred on the date of first receipt of such notice 

by the addressee, to the following addresses or facsimile numbers: 

  If to NAPO:   NAPO 

      15000 Commerce Parkway, Suite C 

      Mount Laurel, NJ  08054 

      Attn.:  Anna Shnayder, Director of Operations 

      Facsimile (856) 439-0525 

 

  If to CHAPTER:   ___________________________________ 

      ___________________________________ 

      ___________________________________ 

      Attn.:  ______________, _______________ 

 Facsimile  (___) ______-___________ 

*   *   *   *   * 

 IN WITNESS WHEREOF, the parties hereto have caused duplicate originals of this Agreement to be 

executed by their respective duly authorized representatives as of the date and year first above written. 

 

NAPO, INC. 

By:  _______________________________ 

Name: __________________________ 

Title:  ___________________________ 

[Name of Chapter] 

By:  _______________________________ 

Name:  _________________________ 

Title:  ___________________________ 

Rev. 2013 
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EXHIBIT III. STATE AND FEDERAL REPORTING REQUIREMENTS FOR CHAPTERS THAT 

OPT OUT OF THE GROUP TAX RETURN 

 

As a 501(c)(3) entity, NAPO is able to obtain a group tax exemption letter from the IRS which establishes each 

Chapter's tax exempt status. Because Chapters are within the scope of a group tax exemption, they are entitled, 

but not obligated, to participate in a group annual tax return which is filed with the IRS by NAPO. Chapters are 

strongly encouraged to participate in the group annual tax return. NAPO Staff will provide Chapter Treasurers with 

the NAPO Financial Reporting Requirements at the appropriate time. 

 

Should a Chapter opt-out of the NAPO Group Tax Filing, the following State and Federal Tax Reporting 

Requirements will apply to the Chapter. By opting out of the Group Tax Filing, the Chapter is responsible for the 

following: 

 

1. A Corporate Annual Report must be filed with the Chapter’s geographic Secretary of State.  These will vary 

from state to state.  It is the Chapter’s responsibility to comply with all relevant state requirements. 

2. If a Chapter opts out of the Group filing and has gross receipts normally $50,000 or less, than the Chapter is 

allowed to file a Form 990-N, which is a simple postcard form on the IRS website. In addition, if a Chapter 

chooses to file separately and has gross receipts less than $200,000, but more than $50,000, and total assets 

less $500,000, it should file a Form 990-EZ. All Chapters that file a 990-N or 990-EZ must submit a copy to 

NAPO staff for record-keeping purposes. 

3. If the Chapter has unrelated business income (e.g., advertising) in excess of $1,000, you must file the Federal 

IRS Form 990T. All Chapters that file a 990T must submit a copy of the final 990T to NAPO staff for record-

keeping purposes. 

4. A Chapter is not required to file multiple tax returns with the IRS if Chapter members live in different states.  
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EXHIBIT IV. EXPLANATION OF CHAPTER LIABILITY INSURANCE COVERAGE 

 

Board Members of nonprofit organizations assume a level of responsibility for the organization ("duty of care") 

that could expose them and the organization to claims of harm.  Claims generally fall into two categories:  

• bodily injury (physical harm, property damage) – Covered by General Liability Insurance 

• non-bodily injury (non-physical harm, like discrimination, termination, mismanagement of funds) – 

Covered by Professional Liability (Errors & Omissions) Insurance and/or Directors & Officers Insurance  

CHAPTER GENERAL LIABILITY INSURANCE COVERAGE 

 

General Liability insurance is intended to respond to covered perils surrounding allegations of bodily injury or 

property damage to a third party, such as an invited guest, or general public; and that such injury/damage is due to 

the negligence of your organization.  Remember – injuries to or property damage to items belonging to employees, 

volunteers, or members of your organization or chapter are not covered.  General Liability insures other people 

against actions by your employees, members, or volunteers who are working at your direction and on your 

organization’s behalf.  This policy will not respond to suits brought against one member by another.  This policy is 

not and is never intended to be an accident or medical insurance policy for your members. 

 

COMMERCIAL GENERAL LIABILITY 

$2,000,000 General Aggregate (Other than Products/Completed Operations) 

$2,000,000 Products/Completed Operations Aggregate 

$1,000,000 Personal and Advertising Injury Liability 

$1,000,000 Each Occurrence 

$300,000 Fire Damage (any one fire) 

$10,000  Medical Payments (any one person) 

 

Including: 

Host Liquor       Club & Chapter Activity (see notes) 

Meeting/Convention Liability (up to 10,000 attendees)  Volunteers as Additional Insureds 

Temporary Landlords as Additional Insured 

 

Excluding (but not limited to): 

Fireworks       Musical Concerts 

Mechanically Operated Amusement Devices    Auto/Motorcycle Activities 

Animal Related Activities      Biking Events 

Sports/Athletic Events      Aircraft & Balloons (incl. balloon rides) 

Bungee Jumping       Watercraft & Water-related Events 

Liquor Liability (sale of liquor)     Professional Liability Exposures 

Workers’ Compensation      Automobile Liability or Physical Damage 

Employment Related Practices     Children Events 
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Notes: 

1. The limit of liability is shared by all chapters. 

2. Medical Expense coverage can extend to a volunteer who is working at your direction and on behalf of your 

organization, but only up to $10,000.  This coverage is not intended to replace medical or accident insurance. 

3. Certificates of Insurance should be obtained from vendors and anyone providing services, including caterers, 

bus charters, contractors and professional service providers. 

4. No real or personal property coverage is provided under a general liability policy. 

 

This insurance summary is for illustrative purposes only.  Specific coverage’s, limits and provisions are subject to 

the terms of the insurance contract. 

CHAPTER PROFESSIONAL LIABILITY (ERRORS & OMISSIONS) INSURANCE COVERAGE 

Professional Liability Insurance, often called Errors and Omissions (E&O) Liability Insurance or Professional 

Indemnity Insurance (PII), is designed to protect against loss and or/damages from a claim of negligent acts, errors 

or omissions (a mistake), in the performance of client's business, which causes financial harm to another.  These 

can occur on almost any transaction in any profession. This type of insurance helps to protect a professional, an 

individual or a company, from bearing the full cost (up to amount of policy) of defense for lawsuits and related cost 

of lives or property lost relating to an error or omission in providing covered Professional Services.  

This is a separate coverage from a standard general liability or property insurance policy. 

This coverage could benefit any business that provides advice or gives a service - and is sometimes required under 

contract by other businesses that are the beneficiaries of the advice or service.  Whereas a typical general liability 

insurance policy will only respond to a bodily injury, property damage, personal injury or advertising injury claim, 

Professional Liability will protect against claims covering professional services and products.  Common reasons 

alleged in making claims on these policies are negligence, misrepresentation, violation of good faith and fair 

dealing, and inaccurate advice.  

CHAPTER DIRECTORS & OFFICERS LIABILITY COVERAGE 

Directors & Officers Liability Insurance, sometimes called Association Professional Liability (APL) Insurance, 

provides liability protection for directors & officers when claims are asserted for actual or alleged wrongful or 

negligent acts.  The assets of the company/organization and the personal assets of the directors and officers are 

protected from the costs of expensive litigation. D & O Insurance also covers the corporation (and even the officers 

and directors in some cases) for expenses incurred in defending lawsuits arising from alleged wrongful acts of 

officers or directors.  

Directors & Officers liability insurance only covers non-bodily injury claims. Non-bodily claims include employment-

related claims and mismanagement of funds. Generally, there are two types of lawsuits in which a claim might be 

brought against a board member: derivative lawsuits and direct or third-party lawsuits. Derivative lawsuits are 

claims against a board member on behalf of the organization.  The typical claim would be mismanagement of 

assets. Direct or third-party lawsuits are brought by an employee or by a person not connected with the 

corporation who asserts a claim against it or its board on account of some non-bodily injury.  Employment 

practices like termination and discrimination are the largest exposure in these types of claims. D & O policies 

typically cover an organization's directors, officers, the executive director and possibly a few "key" employees 

acting at the direction of the organization.  Some policies also cover committee members and volunteers.  
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EXHIBIT V. INTELLECTUAL PROPERTY USAGE POLICY 

Chapters may use the name “National Association of Professional Organizers,” the acronym NAPO and NAPO, Inc., 

and other NAPO trademark, service marks and trade names.  

 

NAPO provides logos to both Chapters and Chapter Members. The NAPO logo and the NAPO tagline “The 

Organizing Authority®” are registered service marks owned by of the National Association of Professional 

Organizers.  Use of the NAPO logo and the tagline, as well as all other NAPO marks and copyrighted materials, are 

defined and restricted by the Chapter Affiliation Agreement and NAPO guidelines developed by the NAPO Board of 

Directors and staff.   

 

NAPO makes customized versions of its logo available on the website to the following groups: 

 

1. Chapters – these include the word “Chapter” in the logo. 

2. Individual NAPO members – these include the word “Member” in the logo. (new categories) 

3. Individual NAPO Chapter members – these include both the word “Chapter” and the word 

“Member” in the logo. 

4. NAPO Corporate Associate Members at the national level – these include “Corporate Associate 

Member” in the logo. 

5. Chapter Corporate Associate Members – these include both the word “Chapter” and the words 

“Corporate Associate Member” in the logo. 

 

All Chapter Members are permitted to use only those logos which describe their relationship to NAPO. Requests 

for additional logos should be directed to the NAPO staff. Chapters and members are encouraged to use the 

appropriate and approved logos on all promotional materials, including: 

 

• Stationery 

• Business cards 

• Brochures/Promotional Flyers 

• Newsletters 

• Seminar advertising 

• Website 

 

The NAPO logo cannot be used by Chapters or members on materials to imply an endorsement by NAPO. 
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EXHIBIT VI. NAPO CODE OF ETHICS 

NAPO CODE OF ETHICS 

This Code of Ethics is a set of principles to provide guidelines in our professional conduct with our clients, 

colleagues, and community. As a member of the National Association of Professional Organizers, I pledge to 

exercise judgment, self-restraint, and conscience in my conduct in order to establish and maintain public 

confidence in the integrity of NAPO members and to preserve and encourage fair and equitable practices among 

all who are engaged in the profession of organizing. 

Clients 

Working Relationships 

• I will serve my clients with integrity, competence, and objectivity, and will treat them with respect and 

courtesy. 

• I will offer services in those areas in which I am qualified and will accurately represent those qualifications 

in both verbal and written communications. 

• When unable or unqualified to fulfill requests for services, I will make every effort to recommend the 

services of other qualified organizers and/or other qualified professionals. 

• I will advertise my services in an honest manner and will represent the organizing profession accurately. 

Confidentiality 

• I will keep confidential all client information, both business and personal, including that which may be 

revealed by other organizers. 

• I will use proprietary client information only with the client's permission. 

• I will keep client information confidential and not use it to benefit myself or my firm, or reveal this 

information to others. 

Fees 

• I will decide independently and communicate to my client in advance my fees and expenses, and will 

charge fees and expenses which I deem reasonable, legitimate, and commensurate with my experience, 

the services I deliver, and the responsibility I accept. 

• I will make recommendations for products and services with my client's best interests in mind. 

Colleagues 

• I will seek and maintain an equitable, honorable, and cooperative association with other NAPO members 

and will treat them with respect and courtesy. 

• I will respect the intellectual property rights (materials, titles, and thematic creations) of my colleagues, 

and other firms and individuals, and will not use proprietary information or methodologies without 

permission. 

Tip: If you are going to utilize a colleague’s established methodology in your practice, get their permission 

first before doing so. 

• I will act and speak on a high professional level so as not to bring discredit to the organizing profession. 
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EXHIBIT VII. CHAPTER DISCLAIMERS 

 

CHAPTER “SEPARATENESS” DISCLAIMER 

The following disclaimer is what NAPO Chapters are to use to ensure that third parties understand the 

“separateness” of the Chapters from NAPO.   

 

[FULL CORPORATE NAME OF CHAPTER] is a legal entity separate and distinct from NAPO, Inc. (the National 

Association of Professional Organizers) and is not entitled to act on behalf of or to bind NAPO, contractually or 

otherwise. 

Recommendations for use of the above disclaimer: 

• Any Chapter-related contracts. 

• Incorporate as a footer on the Chapter's stationary. 

• Incorporate on the Chapter's website. 

• Include the above disclaimer language as a footer in emails for communications from a Chapter Board 

member (who identifies themselves as a Chapter Board member) to a third party.  However, it is not necessary 

to include this language in emails between Chapter members who are merely communicating with each other. 

 

CHAPTER MEMBER DIRECTORY DISCLAIMER 

 

The following disclaimer is what NAPO Chapters are to use to explain how the chapter member directory is and is 

not to be used: 

 

This Directory is intended solely for informational purposes to permit residential and business consumers to 

identify and contact a professional organizer or productivity specialist to obtain professional services. It may not be 

used for any other purpose, including to market products or services to NAPO Chapter members.  Violation of this 

policy will result in denial of access to the Directory. 

The following is presented on the page when a consumer is reviewing their results: 

Inclusion in the NAPO Chapter Professional Organizer Directory is available to all NAPO Chapter member 

professionals.  Search results do not constitute or imply the Chapters endorsement of any NAPO Chapter 

member(s) or the service(s) and/or product(s) provided or sold. The NAPO Chapter does not warrant and is not 

liable for the performance of any NAPO Chapter member(s) you may choose to utilize. NAPO Chapter members set 

their own fees and policies. 

The following is an example of a directory member benefit explanation: 

Members whose names appear in bold type have paid a fee to include a photo and a descriptive paragraph about 

them and/or their company.  NAPO does not guaranty the accuracy of that information. 
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EXHIBIT VII. ANTITRUST COMPLIANCE POLICY – CHAPTER TEMPLATE 

 

NATIONAL ASSOCIATION OF PROFESSIONAL ORGANIZERS- <insert chapter name here> 

ANTITRUST COMPLIANCE POLICY 

 

Section 1. Policy Statement 

 

It is the policy of the National Association of Professional Organizers (NAPO)-<insert chapter name here> to 

comply strictly with the letter and spirit of all applicable federal, state, and international competition and antitrust 

laws and regulations.  Any activities of NAPO-<insert chapter name here> or NAPO-<insert chapter name here>-

related actions of its staff, officers, board members, chapter officers, committee chairs, committee members or 

members that violate these laws or regulations can be detrimental to the interests of NAPO-<insert chapter name 

here> and are contrary to NAPO-<insert chapter name here> policy.  Because antitrust investigations and litigation 

are lengthy, complex, disruptive and expensive, NAPO-<insert chapter name here> and its members must not only 

comply with the antitrust laws in fact, but must also conduct themselves in a manner that avoids even the appearance 

that the law is being violated.   

The antitrust laws are the rules under which our competitive economic system operates.  Their primary purpose is to 

preserve and promote free competition.  Association meetings, workshops and other activities by their very nature 

bring together professional organizers and others who do or potentially could compete with one another.  Accordingly, 

it is necessary to avoid discussions of sensitive competitive topics and especially important to avoid agreements or 

recommendations with respect to such subjects.  Agreements among competitors to fix prices or fees for products or 

services, to allocate markets or clients, to engage in boycotts of certain customers or suppliers, to refuse to deal with 

third parties, to purchase only from a specific third party, or to purchase only on certain terms or conditions are 

automatically illegal under the antitrust laws and must be avoided at all costs.  It does not matter what the reason for 

the agreement might be. 

An antitrust violation does not require proof of a formal agreement.  A discussion of potentially anticompetitive 

conduct followed by parallel action by those involved in or present at the discussion, can be enough to show an 

antitrust conspiracy.  As a result, those attending an association-sponsored meeting must remember the importance of 

avoiding not only unlawful activity, but also even the appearance of unlawful activity. 

As a practical matter, violations of these rules can have serious consequences for NAPO-<insert chapter name here>, 

as well as for its members.  The Sherman Antitrust Act is both a civil and criminal statute.  Violations are felonies 

punishable by penalties of up to $11 million for corporations and by imprisonment of up to three years or penalties of 

up to $350,000, or both, for individuals.  In addition, the Justice Department, state attorneys general, and any person 

or company injured by a violation of the antitrust laws may bring civil actions for three times the amount of the 

damages suffered, plus attorneys' fees and injunctive relief. 

Section 2. Implementation 

 

Implementation of this Antitrust Compliance Policy shall include, but shall not be limited to, the following: 

A.  At any NAPO-<insert chapter name here> meeting or in any NAPO-<insert chapter name here>-

related document, statements or discussions regarding any of the following are contrary to NAPO-

<insert chapter name here> policy and will not be tolerated: pricing policies or prices or fees for 
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professional services, including elements of price such as payment terms, credit terms, rebates, mark-

ups or discounts; profitability, including margins; quality ratings of suppliers or their products or 

services; those that might be interpreted as a dividing up of territories or clients; those which may 

cause a competitor to cease purchasing from a particular supplier or dealing with a particular client, 

or to purchase or deal with such person or entity only on specified terms.   

B. NAPO-<insert chapter name here> Board of Directors meetings shall be conducted pursuant to 

agendas distributed in advance to attendees; discussions shall be limited to agenda items, and 

minutes shall be prepared and distributed to attendees promptly.  Each meeting shall begin with 

notice to all attendees of this Antitrust Compliance Policy. 

C. No officer, director, chapter officer, committee chair, or other NAPO-<insert chapter name here> 

member shall make any representation in public or private, orally or in writing, that states, or appears to 

state, an official policy or position of NAPO-<insert chapter name here> without specific authorization 

to do so. 

 

NAPO-<insert chapter name here> members or staff who participate in conduct that is contrary to this Antitrust 

Compliance Policy shall be subject to disciplinary measures up to and including termination of membership on the 

Board, committee, chapter board, or the Association itself. 
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EXHIBIT IX. CONFLICT OF INTEREST POLICY - CHAPTER TEMPLATE 

NATIONAL ASSOCIATION OF PROFESSIONAL ORGANIZERS- <insert chapter name here> 

CONFLICT OF INTEREST POLICY 

I. Introduction 

 

This Conflict of Interest Policy (“the Policy”) governs conflicts of interest involving members of the Board of 

Directors of the National Association of Professional Organizers- <insert chapter name here> (“NAPO- <insert 

chapter name here>”) and (ii) staff of NAPO- <insert name of chapter here> (collectively, “Interested Persons”).  

The purpose of the Policy is to protect NAPO-<insert chapter name here> interests when they have entered into or 

are contemplating entering into a transaction or arrangement that might benefit a private interest of an Interested 

Person.  The Policy is intended to supplement but not replace any applicable state and federal laws governing 

conflicts of interest applicable to nonprofit and charitable corporations. 

II. Definition of a “Conflict of Interest” 

 

A conflict of interest exists when an Interested Person has a direct or indirect (through business, investment or 

family) financial or other interest in a matter that might influence, or that might be perceived to influence, the 

judgment or actions of the Interested Person while serving NAPO- <insert chapter name here>.  Conflicts of 

interest may arise under numerous scenarios, including but not limited to the following: 

a. An Interested Person receiving or being considered to receive compensation (e.g., consulting 

fees, speaking or writing honoraria, etc.) from, or having an actual or potential ownership or 

investment interest in, an entity offering or proposing to offer products or services to NAPO- 

<insert chapter name here>; 

b. An Interested Person doing business or having a relationship with any company or 

organization doing business or wishing to do business with NAPO- <insert chapter name 

here>; and  

c. An Interested Person also serving as an officer or director of another nonprofit organization 

in the general areas of interest to NAPO- <insert chapter name here>. 

 

Working for or having any other interest in an entity that (i) purchases exhibit space or sponsorships at 

any NAPO- <insert chapter name here> conference or (ii) purchases advertising or other commonly 

available services from NAPO- <insert chapter name here> in the normal course of business does not 

constitute a conflict of interest under this Policy. 

III. Disclosure 

Interested Persons must disclose all conflicts of interest as defined in Section II. above, including those that might 

influence or be perceived to influence the actions or decisions of the Interested Person.  Therefore, even if one 

believes that the relationship or other circumstance will not affect one’s judgment or conduct, if it could do so or 

could reasonably be perceived as having the potential for improper influence, then it must be disclosed.  This duty 

of disclosure extends to bids on or proposals for work solicited by or offered to NAPO- <insert chapter name 

here>.  Each Interested Person shall complete a Conflict of Interest Disclosure Form annually; such annual 

disclosures shall be supplemented by additional disclosures as required by this Policy.  
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Disclosures by NAPO- <insert chapter name here> volunteers shall be made immediately to the NAPO- <insert 

chapter name here> Executive Committee.  Disclosures by NAPO- <insert chapter name here> staff shall be made 

immediately to the Executive Director of NAPO- <insert chapter name here>, who shall consult with the NAPO- 

<insert chapter name here>Executive Committee on the matter, if necessary and appropriate.   

All Interested Persons shall bring to the attention of NAPO- <insert chapter name here> any actual or perceived 

conflict of interest involving any other Interested Person. 

IV. Procedure Upon a Disclosure 

 

Upon making a disclosure of a possible conflict of interest, the Interested Person must make all requested 

information available to the NAPO- <insert chapter name here> Executive Committee, as applicable.   

Possible actions that may be taken by the body or person reviewing the conflict of interest include, but are not 

limited to: 

• prohibiting consideration of a proposal for providing products or services; 

• permitting consideration of a proposal for providing products or services, but only as one of several competing 

proposals; 

• determining, after exercising due diligence, whether the proposal related to the Interested Person is the most 

advantageous transaction or arrangement for NAPO- <insert chapter name here>and, if so, whether it is fair 

and reasonable and in the best interest of NAPO- <insert chapter name here>; 

• requesting all necessary actions to eliminate the conflict of interest, 

• determining that the Interested Person may not participate in discussion or determination of the matter to 

which the conflict of interest relates, and 

• requesting the resignation of the Interested Person from the position with NAPO- <insert chapter name 

here>. 

 

A. Disclosure to the NAPO-<insert chapter name here> Executive Committee 

 

Upon receiving a disclosure of a possible conflict of interest concerning a NAPO- <insert chapter name 

here> volunteer or the Executive Director of NAPO- <insert chapter name here>, the NAPO- <insert 

chapter name here>Executive Committee shall consider appropriate action and decide whether 

procedures for a hearing are warranted.  If a hearing is warranted, the Executive Committee shall provide 

for the due process rights of the Interested Person.  If a vote is taken and the Interested Person is a 

member of the Executive Committee, that person must recuse and absent him- or herself from the vote.  

One of the possible actions of the Executive Committee may be to recommend that the full Board of 

Directors take action on the conflict.  In addition, the Interested Person may appeal the action of the 

Executive Committee to the Board of Directors. 

B. Disclosure to the NAPO-<insert chapter name here> Executive Director 

 

Upon receiving a disclosure of a possible conflict of interest concerning a NAPO- <insert chapter name 

here> staff member, the NAPO- <insert chapter name here> Executive Director shall consider appropriate 

action.  Actions taken concerning NAPO- <insert chapter name here> staff members shall be final.   
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V. Confidentiality 

 

Except to the extent that disclosure to members of the NAPO- <insert chapter name here>Executive Committee 

and the NAPO- <insert chapter name here> Executive Director is found to be necessary, all persons receiving a 

communication from a member or staff member pursuant to this Policy shall maintain the confidentiality of the 

contents of the disclosure, as well as any conclusions made as to whether there is a conflict of interest. 

VI. Violations of This Policy 

 

If the NAPO- <insert chapter name here>Executive Director, the NAPO- <insert chapter name here> Executive 

Committee has reasonable cause to believe that an Interested Person has failed to make a disclosure required by 

this Policy, the Interested Person shall be informed of the basis for such belief and shall be afforded an opportunity 

to explain the alleged failure to disclose.  If, after hearing the Interested Person’s response and making any further 

investigation warranted by the circumstances, the Executive Director, Executive Committee or Board of Directors 

determines that the Interested Person has failed to disclose an actual or potential conflict of interest, appropriate 

disciplinary and corrective action, up to and including removal from a NAPO- <insert chapter name here>office or 

staff position and expulsion from NAPO- <insert chapter name here>, shall be taken. 
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EXHIBIT X. CONFLICT OF INTEREST DISCLOSURE FORM - CHAPTER TEMPLATE 

NATIONAL ASSOCIATION OF PROFESSIONAL ORGANIZERS-<insert chapter name here> (NAPO- <insert 

chapter name here>) 

CONFLICT OF INTEREST DISCLOSURE STATEMENT AND FORM 

I, the undersigned, acknowledge that, in carrying out my duties as an Interested Person under the Conflict of 

Interest Policy (“the Policy”) adopted by the Board of Directors of NAPO-<insert chapter name here>, I am charged 

with a duty of loyalty to NAPO-<insert chapter name here>.  I acknowledge my responsibility to act in the course 

of my duties as an Interested Person solely in the best interest of NAPO-<insert chapter name here>, without 

consideration of the interests of any other person or organization, and to refrain from taking part in any 

transaction in violation of the Policy. 

Pursuant to the Policy, I shall disclose to the appropriate person any potential conflict of interest I may have from 

time to time, including the identification of (a) the actual or potential receipt, by me or a member of my immediate 

family, of compensation from any organization offering or proposing to offer products or services to NAPO-<insert 

chapter name here>; (b) any actual or potential ownership, investment or other beneficial interest held by me 

and/or by a member of my immediate family in any organization offering or proposing to offer products or services 

to NAPO-<insert chapter name here>; (c) any other relationship between me or a member of my immediate 

family and any organization offering or proposing to offer products or services to NAPO-<insert chapter name 

here>; or (d) my service as an officer or director of another nonprofit organization in the general areas of interest 

to NAPO-<insert chapter name here>.  I shall also disclose to the appropriate person any transaction with NAPO-

<insert chapter name here>which would result in any benefit to me, my immediate family, or any organization in 

which I have a financial or other beneficial interest or involvement, and I shall refrain from participation in any 

action on such matters, except to the extent permitted by the NAPO-<insert chapter name here> Conflict of 

Interest Policy. 

I. The following organizations, which compensate or desire to compensate me or a member of my 

immediate family, offer or propose to offer products or services to NAPO-<insert chapter name here>: 

A. Name: 

B. Name: 

II. I have, or a member of my immediate family has, an actual or potential ownership, investment or other 

interest or involvement in the following organizations, which organizations offer or propose to offer 

products or services to NAPO-<insert chapter name here>: 

A. Name: 

Interest or Involvement: 

B. Name: 

Interest or Involvement: 

III. I have an interest in the following potential transactions involving NAPO-<insert chapter name here>. 
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A. Name: 

Interest of Involvement: 

B. Name: 

Interest of Involvement: 

IV. I serve as an officer or director of the following organizations, which organizations are engaged in 

business in the general areas of interest of NAPO-<insert chapter name here>: 

A. Name: 

Interest or Involvement: 

B. Name: 

Interest or Involvement: 

Upon submission of this Disclosure Statement and Form, I will have disclosed to the best of my knowledge any 

potential conflict within the scope of the Policy. I assume the duty of promptly submitting a further Disclosure 

Statement and Form in the event of any changes in or additions to the information disclosed herein. 

Date:  __________________  ____________________________ 

(signature) 
 

____________________________ 

     (type or print name) 
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EXHIBIT XI. RECORD RETENTION POLICY - CHAPTER TEMPLATE 

 

National Association of Professional Organizers - <insert chapter name here> 

Record Retention Policy and Guidelines 

A record retention policy should minimize both the legal risks flowing from hastily drafted or misleading documents 

and the adverse inferences that may arise from the selective destruction of documents in the absence of such a policy.  

Moreover, the expense of storing obsolete documents, as well as the cost of retrieving documents in response to 

business requests, government investigations or litigation, should be reduced. 

To minimize these costs and risks, the National Association of Professional Organizers-<insert chapter name here> 

(“NAPO-<insert chapter name here>”) has adopted the following record retention policy for the systematic retention 

and destruction of documents based on statutory or regulatory record-keeping requirements and practical business 

needs. 

It is the intention of this policy that documents be retained only so long as they are (1) necessary to the conduct of the 

Association’s business; (2) required to be kept by statute or government regulation; or (3) relevant to pending or 

foreseeable investigations or litigation.  Retention periods are based primarily on current federal record-keeping 

requirements and state statutes of limitation.  Currently relevant documents should be filed systematically and 

accessibly.  Documents that must be maintained permanently can be catalogued and, if possible, reduced to some 

secure form of electronic record for storage and easy access when needed.   

To achieve these objectives, procedures will be established so that documents are filed in the appropriate place, the 

number of copies is catalogued, and documents are retrieved and destroyed on pre-established "pull" dates.  One 

individual will have overall responsibility for initial implementation and yearly review of compliance with this policy.  

The program itself will be reviewed periodically to ensure governmental requirements are being met, business needs 

are satisfied, and changes in hardware and software do not prevent access to stored electronic records. 

Associations and member companies are also subject to criminal penalties under provisions of the Sarbanes-Oxley Act 

of 2002, which prohibits corruptly tampering with, altering, destroying or concealing records in an effort to prevent 

their availability for use in an “official proceeding.” 

No document, including an electronic document, shall be intentionally altered, covered-up, falsified or destroyed, nor 

shall any employee or agent of NAPO-<insert chapter name here> be directed to do so, to prevent its use in an official 

proceeding.  Upon becoming aware that any document may reasonably be anticipated to be useful in any actual or 

reasonably predictable official proceeding, the Executive Committee shall override any document retention policy or 

procedure that might result in the destruction of or inability to find any such document.  All attorneys employed or 

retained by NAPO-<insert chapter name here> shall be given a copy of this policy and are hereby instructed to inform 

the NAPO-<insert chapter name here>Executive Committee of any documents of potential use in an official 

proceeding.  

The following schedule provides retention periods for the major categories of documents, both paper and electronic, 

for NAPO-<insert chapter name here>.   
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Type of Record Retention Period (years) 

 

ACCOUNTING 

Auditors' reports Permanent (hereinafter “P”) 

Budgets 7 

Cancelled checks, generally 6 

Chart of accounts 6 

Depreciation records P 

Officer, director and staff  3 

expense reports  

Employee/contractor earnings records 3 

End of year financial statements P 

Inventory lists 7 

Invoices 7 

Petty cash vouchers 3 

Subsidiary ledgers (accounts receivable, 7 

accounts payable, etc.)  

 

CORPORATE 

Annual reports P 

Approved Board minutes and records 

of all actions taken by Board without a meeting P 

Approved executive committee P 

minutes and records of all 

actions taken by executive  

committee without a meeting  

Approved minutes of all members’ P 

meetings and records of all actions taken 

by members without a meeting  

Articles of Incorporation P 

Authorizations for expenditures  7 

Bylaws (including prior versions) P 

Policies P 

Contracts, generally Expiration +7 

Contracts, sales (UCC) 7 

Membership applications 5 

Membership ballots 5 

Membership names and addresses Current 

Notes (internal reports, memos, etc.) 3 

Written communications to rejected  5 

applicants 
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Type of Record Retention Period (years) 

 

Written communications to members,  3 

general 

Written communications to members, 5 

member discipline 

 

CORRESPONDENCE 

General, routine 3 

 

INSURANCE 

Accident reports 7 

Insurance policies  P 

 

INTELLECTUAL PROPERTY 

Trademark registrations, copyright P 

registrations, patents 

 

LEGAL 

Claims and litigation files (except drafts) P 

Whistle Blower complaint reports 7 

 

TAXES 

Exempt status IRS determination letter P 

Income tax returns and cancelled P 

checks (federal, state and local)  

Property tax returns P 

Sales and use tax returns 4 
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EXHIBIT XII. WHISTLEBLOWER POLICY – CHAPTER TEMPLATE 

 

National Association of Professional Organizers - <insert chapter name here> 

WHISTLEBLOWER POLICY 

 

Procedures for the Submission of Complaints or Concerns Regarding Financial Statement or other Disclosures, 

Accounting, Internal Accounting or Disclosure Controls, or Auditing Matters  

NAPO-<insert chapter name here>has a responsibility for the stewardship of its resources.  In addition to 

complying with the law, it is the policy of the Association to promote ethical practices and ethical treatment of its 

members and staff (if applicable). Instances of known or suspected misuse of NAPO-<insert chapter name here> 

resources or other improper activities should be reported and appropriately investigated. Members, directors and 

staff (if applicable) have a responsibility to each other and to the organization to maintain an environment in which 

(i) problems are reported and addressed immediately, and (ii) those who make such reports are protected from 

retaliation.  

NAPO-<insert chapter name here>endorses and utilizes internal controls and operating procedures intended to 

prevent and detect improper activities.  

The objective of the NAPO-<insert chapter name here>Whistleblower Policy is to establish policies and procedures 

for: 

a. The submission of concerns regarding questionable financial statement or other disclosures, accounting, 

internal accounting or disclosure controls or auditing matters by staff (if applicable), directors, officers 

and other stakeholders of the organization on a confidential and anonymous basis. 

b. The receipt, retention, and treatment of complaints received by NAPO-<insert chapter name here> 

regarding accounting, internal controls or auditing matters. 

c. The protection of directors, volunteers and staff (if applicable) reporting concerns from retaliatory 

actions.  

 

Procedure for Raising a Concern 

1. The NAPO-<insert chapter name here> Board of Directors shall promptly forward to the Executive Committee 

any complaints that it has received regarding financial statement disclosures, accounting, internal accounting or 

disclosure controls or auditing matters, or disclosure violations.  Any complaint will first be evaluated to determine 

whether it falls within the scope of this Policy.  If it does not, it will be forwarded to the Association’s General 

Counsel to handle in a manner in which he or she deems appropriate.  

2. Any staff person or member of NAPO-<insert chapter name here> may submit, on either a confidential, 

anonymous basis or a non-confidential, non-anonymous basis, any good faith concerns regarding financial 

statement or other disclosure, accounting, internal accounting or disclosure controls, or auditing matters to the 

Association’s General Counsel: 

<Insert Contact information of General Counsel on retainer, if applicable> 

The General Counsel shall forward complaints or concerns determined to be within the scope of this Policy to the 

Executive Committee.  
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3. Following the receipt of a complaint or concern within the scope of this Policy, the Executive Committee will 

investigate each matter reported and recommend corrective or disciplinary actions to the Board of Directors.  The 

status of all pending complaints will be reviewed during a scheduled Executive Committee meeting. 

4. The Executive Committee may enlist committee members, staff, and/or outside legal, accounting or other 

advisors, as appropriate, to conduct any investigation of complaints regarding financial statement disclosures, 

disclosure concerns or violations, accounting, internal accounting controls, or auditing matters. In conducting any 

investigation, and to the extent possible consistent with the need to conduct an adequate review of any complaint 

or concern, the Executive Committee shall use reasonable efforts to attempt to protect the confidentiality and 

anonymity of the complainant. 

5. NAPO-<insert chapter name here> does not permit retaliation of any kind against staff or members for 

complaints submitted hereunder that are made in good faith. Should the identity of any person making a 

complaint or reporting a concern hereunder become known, the Executive Committee shall monitor any 

disciplinary action against such person.  Additionally, no staff person or member shall be adversely affected 

because the staff person or member refuses to carry out a directive which, in fact, constitutes corporate fraud or is 

a violation of state or federal law. 

6. The Committee shall retain as a part of its records, for a period of no less than seven (7) years, all such 

complaints or concerns, together with the proceedings of the Committee with respect thereto.  All such records 

will be treated as confidential information. 
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EXHIBIT XIII. MEMBER BUSINESS PROMOTION POLICY - CHAPTER TEMPLATE 

 

NAPO Chapters may adopt a policy to regulate members’ efforts to promote their own businesses within 

the Chapter events, advertising venues, newsletters, and email mailings.   

 

• Members may display promotional materials at the designated “marketing table,” if 

available.  

• Members may send information to the “member e-mail group” (list serve) if they are a 

member of that group. This list serve is sent to those Chapter members who sign up to be a 

part of the special list serve.  

• Members may advertise in the Chapter newsletter, website, blog, and/or other social media 

platforms for a fee.   

• Members cannot make any announcements or display promotional materials at any Chapter 

events, i.e., regular meeting or Chapter conference, unless there is a designated place 

available to all members for such promotions. 

• Guests at Chapter events are not permitted any of the above privileges. 
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EXHIBIT XIV. NAPO SAFETY POSITION STATEMENT 

 

Neither NAPO nor NAPO Chapters may implement a policy or program involving the issuance of “safety alerts” 

regarding unsafe or potentially unsafe client situations.  A “safety policy” pursuant to which a perceived unsafe 

situation is made public could place NAPO, the NAPO Chapter, and the reporting individual(s) at risk of a claim of 

defamation of character or invasion of privacy. A “safety policy” pursuant to which a client is or could be identified 

could result in a breach of NAPO’s Code of Ethics. Under the Code, client information may only be shared with the 

client’s express permission.  

 

If a NAPO member encounters a situation deemed to involve unlawful conduct, an appropriate course of action 

would be to contact the authorities. If a NAPO member encounters a situation deemed to be unsafe but not 

unlawful and desires to share certain information one-on-one with another organizer, the following should be 

considered:  

 

• Information shared should be objective (not subjective).  

• Information shared should be factual (true and complete).  

• Sharing untruthful information puts the reporting individual at risk of a claim of defamation.  

• Sharing even truthful information could put the reporting individual at risk of a claim of invasion of 

privacy.  

 

NAPO members are encouraged to consider their own safety as they carry out the duties of their profession. NAPO 

offers a course on this subject: PO-402, Safety in the Organizing Environment. 
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EXHIBIT XV.NAPO MEMBERSHIP COMPARISON GRID 
This grid describes each membership category, along with voting and Board service privileges as defined by NAPO. Chapters may use this grid to set 

their own membership policies. 
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Professional A Professional Member shall be an individual who has successfully 

completed the Professional Practices course requirements and is engaged 

in the organizing and/or productivity profession. 

PST Baseline Yes Yes Yes Yes 

Provisional A Provisional Member shall be an individual who has not yet successfully 

completed the Professional Practices course requirements and is engaged 

in the organizing and/or productivity profession. 

 Lower No No No Yes 

Employee An Employee of Professional Member shall be an individual who is a 

current employee of a Professional Member (or of a Professional 

Member’s Company) and is engaged in the organizing and/or productivity 

profession 

 Lower No No No No 

Allied An Allied Member shall be an individual who is employed by a 

government agency, postsecondary educational institution, nonprofit 

organization, for-profit entity, or is self-employed and is engaged as an 

organizing and/or productivity professional who does not offer services 

to the public. An entity that qualifies for the Corporate Associate 

Member category may not join as an Allied Member. 

 Baseline No No Yes No 

Emeritus An Emeritus Member shall be an individual who is a retired Professional 

Member no longer engaged in the organizing and/or productivity 

profession, is at least 55 years of age, and has been a NAPO member for at 

least 15 years. 

 Much 

Lower 

No Yes Yes No 

Academic An Academic Member shall be an individual who is employed as an 

educator at an accredited college or university and is engaged in the 

organizing and/or productivity profession as:  

• An educator of students pursuing academic credit for 

coursework that teaches industry-accepted principles and/or 

skills, and/or best practices.  

• An academic researcher/writer pursuing an area of study with 

the intention to create new knowledge or to expand the current 

base of knowledge within our industry.  

An Academic Member does not offer productivity and/or organizing 

services to the public. 

Proof of 

employ-

ment 

from a 

college 

or 

university 

Lower No No Yes No 

Student A Student Member shall be an individual who is enrolled as a full-time 

student at an accredited college or university. 

Unofficial 

transcript 

Lower No No No No 

Corporate 

Associate 

A Corporate Associate Member shall be a business entity that is engaged 

in the manufacture, distribution, and/or sale of equipment and/or supplies 

or services that complement the organizing and/or productivity industry. 

Each Corporate Associate Member shall designate one individual as its 

Representative to the Association. 

 Higher No Yes Yes Yes 

* Members who are not eligible to vote, but who are eligible to serve on the Board of Directors, shall have full voting privileges when serving 

on the Board of Directors.  
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EXHIBIT XVI. CHAPTER BOARD OF DIRECTORS DUTIES 

 

DUTIES OF ALL OFFICERS & DIRECTORS 

 

• Shall be subject to the provisions and limitations of all applicable laws, the Bylaws of NAPO, these Chapter 

Bylaws, the Chapter Affiliation Agreement and the Chapter Operations Handbook.  

• Shall maintain fiscal well-being of the organization 

• Shall act collectively with the Board of Directors; no individual member shall have any power or authority 

to act on behalf of the Chapter unless specifically authorized and empowered by the Board to so act. 

 

DUTIES OF OFFICERS 

 

President 

• Shall be considered the executive officer of the Chapter and shall supervise the Chapter's business and 

activities 

• Shall create agenda and preside over Chapter Board of Directors and Chapter Membership meetings 

• Shall be responsible for recommending suitable replacements for Board vacancies Shall approve 

obligations of the Chapter, sign contracts and manage subcontractors 

• Shall approve communications representing the Chapter to prospective members, the general 

membership and the public at large 

• Shall serve as liaison to NAPO and other Chapters 

• Shall perform other duties as may be prescribed by the Chapter Board of Directors or by the NAPO Board 

of Directors 

 

Vice President/President Elect 

• Shall act in place of the President when the President is absent or unable to act 

• Shall perform other duties as requested and/or delegated by the President  

 

Secretary 

• Shall record, prepare, disseminate and maintain minutes of the Chapter Board of Directors meetings and 

Chapter Membership meetings 

• Shall provide minutes for approval by meeting participants 

• Shall maintain inventory of Chapter's official supplies and materials 

• Shall maintain Chapter historical records and operations documents (Bylaws, P & P) 

• Shall send Chapter Membership meeting and Board of Directors meeting  Minutes to NAPO headquarters 

within thirty (30) days of the end of each quarter 

• Shall perform other duties as requested and/or delegated by the President  
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Treasurer 

• Shall chair the Finance Committee 

• Shall serve as the custodian of the Chapter’s funds and be responsible for maintaining these funds in a 

bank account and disbursing them in accordance with Chapters Disbursement Policy 

• Shall prepare and forward to NAPO headquarters required year-end financial reports and budgets as 

outlined in the Chapter Financial Reporting Requirements in the Chapter Operations Handbook  

• Shall prepare and submit a proposed budget to the Chapter Board of Directors for approval before the 

fiscal year begins October 1 

• Shall collect and account for Chapter dues and meeting fees 

• Shall pay Chapter financial obligations 

• Shall review contracts and/or agreements 

• Shall review Chapter financial records and present them to the Chapter membership at least quarterly 

• Shall perform other duties as requested and/or delegated by the President 

 

Immediate Past President 

• Shall serve as advisor to the President 

• Shall chair the Nominating Committee 

• May serve as parliamentarian for Board meetings and Chapter meetings 

• Shall perform other duties as requested and/or delegated by the President 

 

DUTIES OF DIRECTORS  

 

These Directorships may be established at each Chapter’s discretion; however, no other Directorships may be 

established. Chapters should make every effort to delegate duties as noted below for consistency between 

Chapters. 

 

Director of Membership 

• Shall perform all duties related to the following, either directly, or through a committee chair:  

o Review and process Chapter membership applications 

o Forward NAPO membership applications to NAPO headquarters 

o Conduct membership renewal process 

o Oversee hospitality and registration 

o Respond to membership inquiries  

o Conduct new member orientation, if applicable 

o Produce and distribute new member information packets and materials 

o Oversee mentoring program, if applicable 

o Chair the Membership Committee, if applicable 

o Monitor compliance with NAPO membership categories 

o Maintain Chapter membership database and inform NAPO staff of changes on a monthly basis 

o Confirm eligibility for Chapter Board candidates in conjunction with the nominating committee 

o Oversee production of membership directories 

o Collect and tabulate member survey data 

• Shall perform other duties as requested and/or delegated by the President  

• These duties shall be assigned to the Vice President or at the President’s discretion when this Directorship 

is not established or is vacant. 
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Director of Professional Development 

• Shall perform all duties related to the following, either directly or through a committee chair: 

o Find and reserve Chapter meeting location 

o Maintain program calendar 

o Procure and communicate with speakers 

o Schedule and facilitate program portion of Chapter meeting 

o Create, distribute and review program evaluation forms 

o Oversee Chapter conference; or if applicable, expositions, special events, workshops, or paid 

events 

o Develop ongoing educational programs in addition to Chapter meetings 

• Shall perform other duties as requested and/or delegated by the President 

• These duties shall be assigned to the President or at the President’s discretion when this Directorship is 

not established or is vacant 

 

Director of Marketing 

• Shall perform all duties related to the following, either directly or through a committee chair:  

o Get Organized Month
SM

 

o Public relations 

o Media tracking 

o Special events 

o Chapter promotional products 

• Shall perform other duties as requested and/or delegated by the President 

• These duties shall be assigned to the Vice President or at the President’s discretion when this Directorship 

is not established or is vacant 

•  

Director of Communications & Technology 

• Shall perform all duties related to the following, either directly or through a committee chair: 

o Newsletter 

o Website 

o Electronic communications 

o Supervise social networking activities for the Chapter 

• Shall perform other duties as requested and/or delegated by the President 

• These duties shall be assigned at the President’s discretion when this Directorship is not established or is 

vacant 

 

Director of Administration 

• Shall perform all duties related to the following, either directly or through a committee chair: 

o Policies and procedures 

o Historian 

o Librarian 

• Shall perform other duties as requested and/or delegated by the President 

• These duties shall be assigned to the Secretary or at the President’s discretion when this Directorship is 

not established or is vacant 
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Director of Corporate Associate Membership 

• Shall serve as liaison between the Chapter Board and the Corporate Associate Members of the Chapter. 

• Shall perform other duties as requested and/or delegated by the President 

• These duties shall be assigned to the Vice President or the Director of Membership or at the President’s 

discretion when this Directorship is not established or is vacant 
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EXHIBIT XVII. CHAPTER NOMINATIONS & ELECTIONS TEMPLATE 

 

Action Description Deadline 

Gather Nominations The Nominating Committee formed and begins the 

gathering of nominations of individuals to serve as 

Chapter Officers and Directors at a regularly 

scheduled general meeting and/or by e-mail. Self-

nominations are accepted. The Nominating 

Committee shall confirm the eligibility and 

willingness to serve of each candidate. 

1
st

 Calendar Quarter, no later than 

____________ 

Present the Nomination Slate The Nominating Committee shall select and 

recommend to the Board of Directors, for its 

approval, a final slate of candidates for membership 

vote.  

The Nominating Committee shall present the 

nominations for all Board positions to the Chapter 

membership _____ days prior to the election date 

No Later than ________ 

Chapter Election Date Chapter elections must take place within the first 

calendar quarter at a General Election Meeting or, if 

permitted by state law, by electronic ballot on the 

Chapter determined Election Date 

No Later than March 31st  

Ballot Preparation The ballot shall be prepared and distributed to the 

Chapter membership at least ___ days prior to the 

election. For uncontested positions, if there is no 

objection, the ballot for that position may be 

dispensed with and the election maybe by voice 

vote  

___ days BEFORE election, No later 

than ______ 

Membership Validation To be eligible to vote in the General Election 

Meeting, an individual must be a voting member of 

the Chapter on the date ballots are distributed. 

 

Ballot Return Date Ballots must be received by the Nominating 

Committee Chair in person at the General Election 

Meeting or by electronic form prior to the General 

Election Meeting date 

Election Day 

 

Ballots By Mail Any ballot received electronically or by mail on or 

before the Ballot Return Date (Election Day), is a 

valid ballot. 

Election Day 

Results Announcement The results of the election shall be announced at the 

General Election Meeting and disseminated to all 

Chapter members within one week by written or 

electronic notice 

No Later Than April 7
th

 

Results Submission Chapter election results shall be sent to NAPO 

within one week of the election. Results should 

include Board position, name and complete contact 

information. 

No Later than April 7th 

Term Begins All elected Officers and Directors shall take office 

May 15 
May 15th 
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EXHIBIT XVIII. CHAPTER FINANCIAL REPORTING REQUIREMENTS 

 

As a 501(c)(3) entity, NAPO is able to obtain a group tax exemption letter from the IRS which establishes each 

Chapter's tax exempt status. Because Chapters are within the scope of a group tax exemption, they are entitled, 

but not obligated, to participate in a group annual tax return which is filed with the IRS by NAPO. Chapters are 

strongly encouraged to participate in the group annual tax return. NAPO absorbs the cost of the filing. NAPO Staff 

will provide Chapter Treasurers with the NAPO Financial Reporting Requirements at the appropriate time. 

 

In order to be included in the NAPO group return, each Chapter must submit the following documentation to the 

NAPO staff within forty-five (45) days after the September 30 fiscal year-end: 

 

1. Signed Statement of Financial Position (Balance Sheet) – This indicates Chapter assets and liabilities as of a 

certain date. Assets (cash, inventory) as well as liabilities (commitments) and Chapter equity are listed and 

totaled. Total assets must equal total liabilities and Chapter equity. A template will be provided by NAPO staff. 

2. Statement of Activities (Income Statement) – The Statement of Activities reports Chapter financial activity 

and the results of operations during a certain time period. It reflects the major sources and amounts of 

revenue and expenses, as well as the amount of surplus or deficit. A template will be provided by NAPO staff. 

3. A copy of the year end bank statement. 

4. Signed Authorization form. A template will be provided by NAPO staff. 

5. A total number of volunteers that each Chapter had during that fiscal year. The definition of volunteer, per 

the IRS, includes Board and Committee members who contribute their time to the organization/Chapter. 
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EXHIBIT XIX. CHAPTER ARTICLES OF INCORPORATION REQUIRED LANGUAGE 

 

The following language must be used when a Chapter files its Articles of Incorporation: 

 

Purposes Clause 

The Corporation is organized and shall be operated exclusively for charitable and educational purposes within the 

meaning of Section 501(c)(3) of the Internal Revenue Code of 1986, as now in effect or as may hereafter be 

amended (“the Code”).  The purposes for which the Corporation is formed are: 

• To further educate its members in the professional organizing areas of the profession through publications, 

seminars, meetings and other events; 

• To educate the public about the field of professional organizing; 

• To promote the improvement and promotion of the professional organizing profession as a whole; 

• To expand and improve public knowledge and understanding of the advantages of having Professional 

Organizers; 

• To expand relationships with the vendors who supply Professional Organizers; 

• To develop and maintain high professional standards of service and conduct among Professional Organizers; 

• To recognize and honor individuals for outstanding contributions to the furtherance of the profession; 

• To identify and provide those services which the corporation needs and desires; 

• To have and possess all the rights, powers and privileges given to not for profit corporations, and for other 

customary activities of such corporations to receive dues and donations for carrying out the organization’s 

stated objectives and activities. 

 

No Inurement Clause 

No part of the net earnings of the Corporation shall inure to the benefit of or be distributable to any director, 

trustee or officer of the Corporation, or to any other private person, except that the corporation shall be 

authorized to pay reasonable compensation for services rendered to or for the Corporation and to make payments 

and distributions in furtherance of the purposes set forth in the purpose clause hereof. 

 

Legislative/Political Activities 

No substantial part of the activities of the Corporation shall be the carrying on of propaganda, or otherwise 

attempting to influence legislation, and the Corporation shall not participate in or intervene in (including the 

publishing or distribution of statements concerning) any political campaign on behalf of or in opposition to any 

candidate for public office. 

 

General Language 

Notwithstanding any other provision hereof, the Corporation shall not directly or indirectly carry on any activity 

which would prevent it from obtaining exemption from federal income taxation as a corporation described in 

Section 501(c)(3) of the Code, or cause it to lose such exempt status, or carry on any activity not permitted to be 

carried on by a corporation contributions to which are deductible under Section 170(c)(2) of the Code.  

 

Dissolution Clause 

In the event of dissolution or final liquidation of the Corporation, all of the remaining assets and property of the 

Corporation shall, after paying or making provision for the payment of all of the liabilities and obligations of the 

Corporation and for necessary expenses thereof, be distributed to NAPO, Inc., or any successor organization, 

unless NAPO, Inc. or its successor is no longer exempt from federal income taxation under Section 501(c)(3) of the 
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Code, in which case all of the remaining assets and property of the Corporation shall be distributed to such 

organization or organizations organized and operated exclusively for charitable or educational purposes as shall at 

the time qualify as an exempt organization or organizations under Section 501(c)(3) of the Code, as the Board of 

Directors shall determine.  In no event shall any of such assets or property be distributed to any member, director, 

trustee or officer of the Corporation, or to any private individual. 
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EXHIBIT XX. CHAPTER IN GOOD STANDING CHECKLIST 

 

The obligations of a Chapter in Good Standing are: 

CHAPTER BYLAWS 

� Consistent with NAPO Articles of Incorporation, NAPO Bylaws, the Chapter Affiliation Agreement, the 

Chapter’s Articles of Incorporation, the Chapter Operations Handbook, and the Nonprofit Corporation Act 

in the state of incorporation 

� Approved by the NAPO Board 

� Copy on file with NAPO Headquarters 

� Copy on file with Chapter 

 

CHAPTER POLICIES & PROCEDURES MANUAL 

� Consistent with NAPO Bylaws, Chapter Bylaws, the Chapter Affiliation Agreement and the Chapter 

Operations Handbook 

� Reviewed Annually 

� Copy on file with NAPO Headquarters 

� Copy on file with Chapter 

� Includes the following adopted Policies and Procedures: 

� Antitrust  

� Conflict of Interest  

� Whistleblower 

� Record Retention 

� Code of Ethics 

� Authorized Signatory 

� Expenditure Approval 

� Disbursement 

� Expense Reimbursement 

� Reserves 

� Duties of Board of Directors 

 

A CHAPTER IN GOOD STANDING IS IN COMPLIANCE WITH THE FOLLOWING FROM THE NAPO BYLAWS, THE 

CHAPTER’S BYLAWS, THE CHAPTER AFFILIATION AGREEMENT AND THE CHAPTER OPERATIONS HANDBOOK: 

� Files annual Corporate documents with the state  

� Complies with its state Nonprofit Corporation Act 

� Has filled the three required Officer positions 

� Informs NAPO of updates to Board of Directors with contact information 

� Informs NAPO of updates to Membership with contact information 

� Submits Board and Membership Meeting Minutes to NAPO quarterly 

� Completes the Election process by March 30 & submits new slate to NAPO 

� Submits Financial documents annually for group tax return 

� Signed Statement of Financial Position 
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� Statement of Activities 

� Year End Bank Statement 

� Signed Authorization Form 

� Total Number of Volunteers  

� Files taxes, if required, IF OPTS OUT of group tax return 

� Validates NAPO membership, if required, for Chapter membership 

� Properly uses Chapter Name  

� Properly uses Chapter Logo  

� Properly use Chapter Mailing List  

� Has a stable Mailing Address (and NAPO has the address) 

� Properly uses “Separateness” disclaimer 

� Properly uses “Directory” disclaimer 

� Membership categories are consistent with NAPO  

� Membership dues do not exceed NAPO’s dues 

� Refrains from engaging in political activates 

� Refrains from allowing Member self-promotion 

� Refrains from issuing safety alerts 

� Refrains from serving alcohol 


