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President’s Responsibilities
As president of your chapter, you provide leadership by
setting the vision and strategic plan needed for a
smoothly functioning chapter. Your basic responsibili-
ties are to:

• Establish a local plan of direct participation to
achieve the Association’s objectives and goals;

• Chair meetings of the chapter ex ecutive committee to
plan chapter meetings, programs and activities;

• Preside at chapter meetings;

• Serve as principal liaison between the federation, na-
tional office and your chapter for the dissemination
of infor mation, issues and implementation of 
Association programs;

• Encourage and support the training of other chapter
officers in their duties and responsibilities;

• Appoint appropriate committees, as provided in the
chapter’s constitution and bylaws, for the conduct of
chapter activities and programs;

• Foster membership growth through both the reten-
tion and recruitment of active and retired members;

• Identify, motivate and develop replacements for fu-
ture chapter leadership positions;

• Ensure that each officer and committee chair is famil-
iar with his/her duties and responsibilities.

• Be available to represent the chapter at official events
and meetings of NARFE; and

• Provide mutual assistance and support to solve prob-
lems that an individual member may be unable to
solve alone.

Materials you will need as chapter president
• Chapter and federation constitution and bylaws

• National Articles of Incorporation and Bylaws*

• Chapter & Federation Officers Manual** (F-10)

• Robert’s Rules of Order

• Copies of past chapter minutes (from outgoing presi-
dent)

*Pages 4 and 9 in National Bylaws (FH-4)
**Manuals can be ordered by completing a requisition form (F-18) and
sending it to the NARFE Supply Section, NARFE, 606 North Wash-
ington Street, Alexandria, VA 22314-1914 or on the NARFE Leader-
ship Home Page section of the Web site, www.narfe.org.

Information That Will Help You
As Chapter President
• Articles from recent and current issues of NARFE
magazine

• Contents of other NARFE publications (Quarterly
News, Recruiting & Retention Journal)

• Monthly chapter activity reports and other computer
printouts received from NARFE Headquarters

• NARFE Web site updates.

Chapter Constitution & Bylaws
The chapter’s constitution and bylaws are important to
the president as the basic guides to how the chapter
should function. Each chapter must have its own con-
stitution and bylaws. They may be adopted from the
NARFE standard form F-21, which we recommend, or
reworded to fit specific chapter desires. A newly
adopted document, as well as any subsequent amend-
ments, must be submitted to Headquarters for ap-
proval. The approved original will be returned to the
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Duty #1: To support the mission of NARFE.

Duty #2: To be knowledgeable about the
chapter constitution and bylaws, and to en-
sure that each officer and committee member
is familiar with his or her duties.
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chapter. Also, forward a copy of the  bylaws,  as they are
amended, to Federation and Chapter Services at
NARFE Headquarters.

Chapter Officers
The president should be familiar with the duties of the
other chapter officers and committee chairs in order to
provide direction and support as necessary. The presi-
dent should be able to help with all records and report-
ing in case of absence or temporary vacancy of any
chapter office. Information on the duties and responsi-
bilities of chapter officers and committee chairs is in the
Chapter and Federation Officers Manual (F-10).

The Electoral Process
Terms of chapter officers are set in the chapter constitu-
tion and bylaws and may be set to coincide with the cal-
endar year. Some federations prefer that chapter officers’
terms coincide with terms of federation officers. 

The chapter president should appoint a nominating
committee (unless required to be elected) several
months before the election of chapter officers. 

Chapter Executive Committee
An executive committee should be established consist-
ing of the elected officers plus such appointed officers
and committee chairs as are deemed appropriate. Some
chapters elect additional committee members from the
general membership. The chapter president serves as
chair. 

The committee helps plan and set policy and direction
for the chapter. We recommend that the immediate past
president be a member of the committee to provide
program continuity.

The Chapter Meeting Agenda
A suggested order of business (if not otherwise specified
in the chapter bylaws):

l. Call to order

2. Invocation

3. Pledge of allegiance

4. Introduction of new members and guests  

5. Reading and approval of the minutes of the 
previous meeting

6. Treasurer’s reports

7. Officer reports

8. Committee reports

9. Unfinished business

10. New business

11. Announcements and committee  appointments

12. Program; i.e., speaker, entertainment, etc

13. Adjournment

The Program
To keep your meetings interesting and attendance high,
plan activities that both involve the members and pro-
vide them with useful or necessary information. Some
chapters appoint program chairs to help develop pro-
gram resources for meetings. Some chapters alternate
business and program meetings. The Chapter and 
Federation Officers Manual (F-10) includes suggested
programs.

Meeting Management
The Chair (presiding officer):
• Calls the meeting to order;

• Asks for additions to the agenda;

• Keeps meeting to its order of business;

• Handles discussion in an orderly way:

• Gives every member who wishes a chance to speak;

• Tactfully keeps all speakers to rules of order and to 
the question;

• Gives pro and con speakers alternating opportunities 
to speak.

• Clearly states each motion before it is discussed, and 
before it is voted upon;

• Puts motion to a vote and announces outcome;

• Votes only when the chair’s vote would affect the out-
come (would break or cause a tie) or whenever voting 
is by ballot;

• Is familiar enough with parliamentary law to inform 
assembly on proper procedure and/or has a 
parliamentarian present.

At times, individual chapter members may want to
share some of their thoughts with the chapter. The top-

Duty #3: To preside at chapter meetings
and conduct chapter business in an orderly,
impartial manner.
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ics might or might not be appropriate. It is every mem-
ber’s meeting. In such instances, be fair but make cer-
tain such conversations contribute to the overall
purpose of the chapter.

Apply rules uniformly, guiding each meeting so that de-
cisions are made within a reasonable time. Members
wishing to comment should have an opportunity to
speak at least once, so long as the discussion remains
useful and constructive.

Committees
A list of suggested standing and other committees and
their duties and responsibilities is included in the Chap-
ter and Federation Officers Manual (F-10).

Duties of the Vice President
The primary duty of the vice president is to provide
support and backup for the chapter president. The criti-
cal fact underlying the position of vice president is that
the incumbent must be prepared and capable of assum-
ing the responsibilities and functions of the president—
if and when the need arises.

Ordinarily, the vice president is called upon to perform
a variety of duties as assigned. However, in a number of
chapters the vice president is automatically given a
major program responsibility such as legislative, mem-
bership or program chair; or service officer.

Some chapters have positions of first and second vice
presidents. In such cases, each incumbent usually is
given responsibility for a major program area.

The vice president (or first vice president) should be fa-
miliar with:

• All duties and responsibilities of the president in
order to take over if needed;

• Duties of other chapter officers, in order to offer help
and guidance as appropriate.

When the vice president or vice presidents—as the case
may be—are assigned major program responsibility,
each should also become fully proficient in the duties
and responsibilities of that program.

Duty #4: To appoint other officers and
standing committees as required and 
special committees as needed.

INSTALLATION OF OFFICERS

Presiding Officer: Will the officers-elect please
raise their right hands?

Do each of you hereby sincerely promise and
pledge on your honor to efficiently perform the
duties of your office, to faithfully carry out the pro-
grams and policies of the National Active and Re-
tired Federal Employees Association, to be loyal to
its goals and objectives, and to work as a team in
harmony with the Association’s leadership?

Further, that you will properly safeguard all books,
papers and other property of the Association,
which may come into your possession while in of-
fice; that you agree to make available for inspection
by proper officials of the Association upon reason-
able notice and request, all such books and records;
and you will deliver them intact to your successor
in office at the close of your official term?

Offices in unison: I do.

Presiding Officer: I declare you duly installed offi-
cers of the _______ Chapter/Federation.  You will
now assume the duties of your respective office as
prescribed in the bylaws.
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Mission Statement
• To support legislation beneficial to current and potential federal annuitants and
to oppose legislation contrary to their interests.

• To promote the general welfare of current and potential federal annuitants by ad-
vising them with respect to their rights under retirement laws and regulation.

• To cooperate with other organizations and associations in furtherance of these
general objectives.

Vision Statement
To ensure that:

• NARFE is recognized as the association devoted exclusively to serving and pro-
tecting the earned entitlements, rights and benefits of all federal retirees, employ-
ees and survivors.

• Great work is done to help preserve those rights and benefits.

• Members receive the highest quality services and products.

• All members are left with the knowledge and understanding that their needs and
wants are being taken to the highest levels of government for resolution.

606 North Washington St.
Alexandria, VA 22314-1914
703-838-7760, 800-456-8410

Fax: 703-838-7783
E-mail: retbenefits@narfe.org

www.narfe.org


