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Welcome 
 

 

Dear Alumni Chapter President: 
 
 
On behalf of the Alumni Association’s Executive Board, thank you for your service to your alma 
mater and to your alumni chapter.  
 
The Alumni Association recognizes that our graduates are most likely to be interested in and 
loyal to the academic department he or she studied in or the organizations he or she belonged 
to as a student. Through chapters, we have structured the Association to provide 
communication, affiliation, and support to facilitate connections to the university. 
 
Official chapter affiliation with the Alumni Association comes with many advantages and 
privileges, including but not limited to: 
• Database Support 
• Membership Acquisition and Fulfillment Services 
• Marketing and Advertising Support 
 
This handbook will help you to better understand our mission, expectations and the advantages 
of chapter affiliation so that chapters remain a beneficial part of the Neumann University 
Alumni Association. 
 
 
With Many Thanks,  

 

 

Michele Szkolnicki, RN, FACHE ’87 

President, Alumni Association’s Executive Board 
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Chapter Purpose 

 

 
Chapters are formed because alumni have a fondness for Neumann University and want to foster 

and maintain their relationship with their alma mater. Alumni also enjoy networking with other 

Neumann University alumni and friends within their community and enjoy sharing their 

experiences. 

 

In order for the goals, objectives and the programs of the Neumann University Alumni 

Association (NUAA) to be successful, there must be unity and organization.  

 

NUAA’s overall success will reflect the facilitation of these alumni chapters. 

 

There are three main categories of alumni chapters – geographic, academic and special interest. 

• Geographic chapters are for all alumni and friends of Neumann University in a   

   specific locale. 

• An Academic chapter is composed of alumni that graduated from a specific   

   discipline; for example, nursing, education, etc. 

• Special Interest chapters bring together alumni with common interests and     

   professional backgrounds. 

 

 

These alumni chapters sponsor programs, educational workshops, reunions and activities for 

their constituents. No chapter will be recognized unless it offers an overall program is of positive 

interest and value to its members and to the University. 

 

Therefore, the purpose of the alumni chapter is to encourage the organized effort of its 

members to be more knowledgeable and actively supportive of Neumann University. It is the 

most effective way known to enhance mutual benefit of the alumni, the community, and the 

university. A chapter that is formed with a basic purpose in mind, and a series of programs that 

will accomplish this purpose, brings a sense of pride to its members and the University. 
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Chapter Policies and Procedures 

 

 

The purpose of chapter recognition is to ensure that chapter members have ongoing access to the 

services, benefits and support provided through the NUAA. In turn, this strengthens the alumni 

community and its relationship with the University. Chapters engage their members in sharing 

and participating in the intellectual, cultural and athletic life of the university, and work to 

enhance and enrich the scholarly, spiritual and cultural resources of the University. 

 

 

Once officially recognized as a chapter of the NUAA, chapters are provided with the following: 
 

 

1. Assistance in proofreading, labeling and mailing of membership material, as well as 

guidance for the planning and implementation of events. 

 

2. Inclusion in alumni publications with express approval of the Director of Alumni 

Relations and within reasonable amounts of time.  Inclusion in the eNewsletter sent to all 

alumni with valid emails will require the information to be received 1 months in advance.  

Inclusion in the ACCENT magazine will require the information to be received within 

three months of the July/ or January publication 

 

3. Maintenance of membership information on the alumni database.  Membership 

information/list retrieval from the database will also be provided.  All records are 

confidential and are not to be used for any commercial purpose.  Chapter government 

must sign confidentiality agreement All alumni records are protected legally through 

FERPA regulations 

 

4. Use of the Alumni Online Community and “Group Pages” and Chapter  Announcements. 

 

A chapter member is defined as: 

 

 A. An alumnus with a valid mailing address that has agreed to be identified as a chapter 

member 
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Chapter Recognition Requirements 

 
To be recognized as an official alumni chapter, constituent groups seeking this status must 

complete an application for chapter recognition and receive approval from the NUAAEB. All 

applicants for chapter recognition are to be forwarded to the NUAAEB and reviewed by the 

NUAAEB. Upon recommendation by this committee and approval by a majority 

vote of the NUAAEB, chapter recognition will be granted. 

 

 

Applications for chapter recognition shall meet the following requirements and include the 

following information: 

 

 

1. Membership: A minimum number of 10 members shall be required to retain active chapter 

    recognition by the NUAA. All graduates of the geographic, academic, or special interest group    

    are eligible for membership. Qualifications of active membership in the chapter are: 

 

• Any member of the NUAA is eligible to be a member of a chapter. 

• NUAA members can be members of more than one chapter. 

 

2. Governing Body: The minimum number of executive officers for the chapter shall 

    include: President, Vice President, Secretary.  

 

3. Bylaws: A document of the governing rules of the chapter must be submitted for 

     review and approval.  Please complete the blank sections on the Chapter bylaw agreement. 

 

4. Chapter Agreement: The chapter officers shall sign a Chapter 

    Agreement. This acknowledges that the chapter accepts responsibility for compliance 

    with the NUAA Chapter Policies and Procedures, Chapter Maintenance Requirements 

    and all other applicable university policies. 

 

     The form for chapter by-laws, chapter agreement, and statement of acknowledgement are 

     included in this handbook. 
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Chapter Maintenance Requirements 

 
In order to maintain good standing as an active chapter with the NUAA, all recognized chapters 

shall adhere to the following maintenance requirements: 

 

1. Membership: Maintain a minimum number of 10 members. 

2. Meetings: Schedule and conduct regularly scheduled meetings. At least two meeting per 

academic year are required. Agendas and minutes of such meetings are to be forwarded 

to the NUAA within one week of meeting and shall be sent to alumni@neumann.edu  

3. Planned Events: By March 1st prepare a plan for the following  academic year’s 

estimated activities (July through June) if you are seeking assistance in planning 

4. Programs: Hold one event per year that promotes the goals and objectives of the chapter.  

Following the event, a summary should be completed and forwarded to the NUAA so as 

to include the event results in the NUAA membership communications. All chapter 

events shall be held in a manner, which is consistent with the overall goals and objectives 

of the NUAA and the mission of the University and not duplicate existing programs with 

same objective/constituencies. 

5. Promote alumni pride at all events and activities. The chapter shall conduct itself in a 

manner consistent with the goals, objectives and mission of Neumann University, and the 

NUAA. 

6. Officers and Elections: Conduct elections of the governing body to be voted upon by all 

active members of the chapter. Following the election of new officers or changes in the 

structure, the group must promptly file an updated   list with the NUAA. Each chapter 

must review its bylaws annually to ensure its operations are in compliance with the 

bylaws and the goals established by the NUAA. A chapter must hold elections for office 

within six months of being made an official chapter.  It is the responsibility of each 

chapter to update the NUAA on a quarterly basis of the following: Listing of Alumni 

Officers, address, phone, email in excel format. Listing of all members with current 

address, phone and email in excel format. 

 

7. Fundraising: Fundraising is to be handled in a professional manner by chapter bylaws.  

Chapters are not to collect funds directly.  All funds must be processed through Neumann 

mailto:alumni@neumann.edu
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University to ensure proper stewardship and acknowledgement. Failure to do so may 

result in chapter termination.  Institutional Advancement staff if available to guide any 

fundraising endeavors, ie: scholarship, academic awards, etc… 

 

8. Chapters can request the following: 

 

The Alumni Chapter Agency Account is an account for program development 

initiatives such as ticket event sales, registration fees, apparel sales.  This funds not tax-

deductible and will not be acknowledged in accordance with the IRS.  Chapters will 

reconcile this account by June 30th and determine the allocation of proceeds.   

 

The Alumni Chapter Fundraising Account is an account for charitable, tax-deductible 

donations to further the mission of the chapter in support of University initiatives.  Gifts 

will be acknowledged with a receipt and will become a University donor for stewardship 

purposes.  Reports will be provided upon request. 

 

9. Annual Renewal and Review: Regardless of the original recognition date, all chapters 

will come up for review at the beginning of the following academic year. All chapter 

reviewmaterials must be submitted by June 30. 

10. The NUAAEB will review each chapter annually to ensure that the Chapter Maintenance 

Requirements are being followed. Chapters are encouraged to review these requirements 

periodically as well, to ensure ongoing compliance. The annual chapter renewal 

requirements are submitted to the NUAAEB  for approval at the first Board meeting of 

the fiscal year. Should a chapter be unable to adhere to the Chapter Maintenance 

Requirements, then the NUAAEB  may take steps to initiate the Chapter 
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Chapter Suspension and Dissolution 
 

The NUAA is committed to assisting all recognized chapters to be viable and successful. 
Unfortunately, when chapters are unable to meet the minimum Chapter Maintenance 
Requirements, they may face suspension and/or dissolution. The following describes the 
circumstances and procedures that apply when this situation becomes necessary. 
 
1. Suspension and Dissolution by the Chapter 
a. A chapter may be suspended if there is no longer an interest or ability by the chapter’s 
governing board or its members to maintain the chapter. The NUAEB will 
acknowledge the chapter suspension when it receives notification from the chapter’s 
governing body of such situation. 
 b. If, after one year from the date of suspension, the chapter has not been reactivated, then 
the chapter may be dissolved by majority vote of the NUAA Executive Board. 
 
2. Suspension/Dissolution by the NUAA Executive Board 
a. The NUAAEB may suspend a chapter if it fails to meet the Chapter 
Maintenance Requirements as previously outlined. 
b. When suspension or dissolution becomes necessary, the following due-process will be 
followed: 

1) A written “notification of suspension: will be sent to the chapter’s governing body 
by the Vice President of the NUAA. This notification shall include a request to 
participate in a meeting with members NUAA  to discuss the 
chapter’s status. If an in-person meeting is not possible, then an alternative 
communication method should be worked out with the Vice President of 
the NUAA. 
2) A meeting will be conducted with representatives of the chapter’s governing body 
and the NUAA governing body  to discuss possible alternatives for the continued 
viability of the chapter. 
3) Depending on the outcome of this meeting, the NUAA Executive Board will make a 
recommendation regarding the chapter’s ongoing status (continuance, suspension 
or dissolution) to the NUAA Executive Board. 
4) If, after one year from the date of suspension, the chapter is not reactivated, then 
the chapter may be dissolved by the majority vote of the NUAA Executive Board.  
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Alumni Chapter Bylaws for ________________________ 

 
ARTICLE 1 

NAME 

This organization shall be known as the (Chapter Name).  

 

ARTICLE II 

PURPOSE 

The purpose of this association is to further the interests of the (academic discipline, geographic 

region or special interest group) and its alumni; to establish closer contact between the 

University and its alumni; to promote activities beneficial to alumni and the university; to assist 

in the recruitment of students and to publicize and promote the catholic identity of Neumann 

University. 

 

 

ARTICLE III 

MEMBERSHIP  

Section 1 All graduates (academic discipline, geographic region or special interest group) are 

eligible for membership. 

Section 2 This organization does not discriminate on the basis of race, color, national origin, 

religion, gender, sexual orientation, veteran status or disability. This non-discrimination covers 

membership and access to treatment and employment in the group’s programs and activities. 

 

ARTICLE IV 

OFFICERS 

Section 1 The officers of this association shall consist of a president, vice president, 

secretary/treasurer. These officers shall constitute the Executive Committee. All officers shall 

be elected for two-year terms, with the exception stated in the following section. 

Section 2 The terms of officers shall be staggered during the first election. Offices of president 

and vice president shall be elected for two-year term; secretary and treasurer shall be elected for 

a one-year term. In each succeeding election, officers shall be elected for two-year terms. 

Section 3 Vacancies in any office may be filled by the president from among the active 

members of the association for the unexpired portion of the term. 

Section 4 There shall be at least (1) ex-officio voting or non-voting officer. The dean and/or 

department chair shall serve in this capacity. If a dean and/or department chair is not applicable 

then a staff member of the NUAA shall serve in this capacity. 

 

 

ARTICLE V 

DUTIES OF OFFICERS 

Section 1 The president shall preside at all chapter meetings.  The president shall make 

committee appointments and shall be an ex-officio member 

of all committees. The president will lead the overall operations and programs of the chapter. 

Serve as the primary contact and work directly with the NUAA.The president is responsible to 

ensure all charter and annual review materials are submitted by June 1 to the NUAA office. 

Section 2 The vice president shall assume the duties of the president in the absence of that 
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officer and shall render assistance in the performance of the business of the association.  

Section 3 The secretary shall keep an accurate account of the activities of the association, 

including business meetings. Maintain a record of the group’s board of directors, including the 

work and home addresses and phone numbers 

(including fax and email if available); ensure that an up-to-date (board) list is on file in the 

NUAA office and record and report event attendance. 

  

 

ARTICLE VI 

NOMINATIONS AND ELECTIONS 

The Nomination Committee shall be appointed by the chapter president. The committee shall 

present atleast one nominee for each vacancy and shall have obtained prior consent from the 

nominee. Elections shall be by vote at a regularly scheduled meeting with a simple majority 

required for election. 

ARTICLE VII 

DISSOLUTION 

Dissolution of this association shall be determined as outlined in the Chapter Policies and 

Procedures. 

ARTICLE VIII 

AMENDMENTS 

Amendments to these bylaws may be made by majority vote and must be approved by the 

NUAAEB. 
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Chapter Agreement 

The organization known as the (Name) hereby agrees to become an 

 official chapter of the Neumann University Alumni Association adhering to the 

Chapter handbook set forth by Neumann University. 

 The (Name) shall conduct its business in accordance with the Neumann 

University Alumni Association’s Chapter Policies and Procedures, and all other 

applicable university policies. The effective date of this agreement is (Date). 

_________________________    ________________________ 

President, Alumni Association                        President, (Chapter Name) 

 

_________________________    ________________________ 

Director of Alumni Relations                           Vice President, (Chapter Name) 

 

 

cc:   Vice President for Institutional Advancement & University Relations 

  Director of Alumni and Parent Engagement 

 


