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PREEACE

This guidebook is anmanual for the constructing and maintaining of a chapter for the
National Association of Black Journalists. Fromstarting a chapter to balancing a budget,
this guide will give the instructions needed to develop a dynamic chapter. For further
assistance, fease contact the NABJ Headquarters, located at 1100 Knight Hall, Suite 3100,
College Park, Maryland 20742For immediate assistance, please call Executive Director,
Maurice Foster at (301) 405z 0248.
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CHAPTER

HRST THINGS FIRST
STARTING ANJABJ
CHAPTER

$ 1 Tpdo€rastinate in forming a local
NABJ professional chapter or making
your group an NABJ affiliate chapter. Philadelphia Association of Black Journalists
Just do it.

As an NABJ chapter, your organization will be affiliated with a progressive, professidna
national organization that strives to unite black journalists and is dedicated to journalism
excellence and diversity in news coverage and staffing.

Your local organization will affiliate with a national organization, which boasts more than

3,000 members. The chapter is assigned to a geographical region and has a regional

AEOAAOI O OEAO OAPOAOGAT OO OEA AEADPOAOSGO EIT OAOA
presidents may participate on the Council of Presidents list serve and receive leadership

advice and fellowship from other chapter leaders within NABJ.

There are threemain ingredients for forming aprofessional NABXhapter: 1) Contain at
least five working journalists whose goals are consistent with those of NAR) form a
Board of Directorsto lead the organization- president and vice presidents must be full
members of NAB,Yemaining officers must be NABJ memberm@nd 3) two-third s of the
chapter membership mustbe eligible for NABJ membership (full, associate andfo
student).

Effectivelocal executive boards appear to be those that elect at least

six officers: president, vice president for print, vice president for broadcast,

secretary, treasurer and parliamentarian. In recent years, some chapters have added an
additional board position - vice president for new media or online. The structure of your
board is up to your local chapter.

The vice presidents are important because they ensure that an officer is "plugged in" to the
interest of the print and broadcast membership. It also prevets the group from becoming
too print-heavy or too broadcastheavy at the top. One of the ongoing problems chapters
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have is making sure there is sufficient participation of print and broadcast journalists. By
creating a board position, you allow members dboth groups to take an active role in the
leadership of the organization.

Some local officers are elected to twyear terms. You mayhave one yearterms, but your
organization may find it a challenge to hold elections annually. The elected officers shoul
be permitted to serve no more than two or three consecutive terms. This spreads the
leadership around and brings new ideas to the top.

A local board of directors could contain such appointed positions as chairpersons for media
monitoring, scholarships,jobs/internships, urban journalism workshop, community action,
publicity and fundraising. These committee leaders can be appointed annually by the
president or by the executive board to ong/ear or two-year terms.

NABJ chapters are eligible to host regi@ conferences and the national convention.
Members of NABJ chapters are eligible for discounted registration fees at regional and
national meetings. Finally, the NABJ Professional Chapter Grant program supports local
professional affiliates in producing pogramming that will benefit their membership and
sustain NABJ's longstanding mission of local community outreach.

By becomingan NABJ chapter, your local organizationan join the efforts to establish an
extensive network of black media professionals athorganizations that together can be a
unified force.

About Dues

Local organizations finance their activities by charging local dues. Various chapters' dues

range from $25 to $60. In smaller and mediursize markets, a reasonable fee schedule

would include $40 for full members, $35 or $30 for associate members and $10 or $20 for

students. Two key points must be remembered to keep your affiliate chapter in good

standing with the national office: The president and vice presidents must be national full

NABJ menbers, and twothirds of the organization must be eligible for full, associate or

student NABJ memberships. Growing your membership and gaining the active support of

uir 60 I AT AAOOG EO EAU O OEA AEADPOAOSO OOAAAOOS

Naming Your Chapter and Submitting Your Ap plication

NABJ has just two naming conventions that it will accept as a part of an affiliate chapter

application? O# EStat¢/R ACET 16 ! OOT AEAOGEI T 1T-£ "1 AAE *1 001
O # EStaté/P A C E Thie &ason for this is due to the desire to have similar branding for

NABJ affiliate chapters. So choose wisely. There are a small number of chapters that have

naming conventions that are different than the aforementioned, such as the Pittsburgh
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Black Media Federation. These chapters have been in existence for years and when the new
naming convention requirement went into effect in the early 2000s, chapters with these
different naming conventions were permitted to keep their names to uphold theihistories.

If a chapter with an old naming convention becomes decertified for any reason and needs

to reapply for affiliation, the new naming convention will be a requirement.

An interested group desiring to become an NABJ affiliate chapter should vigitet NABJ
toolkit online under chapter resources atwww.nabj.org to access the affiliate application
form. Contacting the national office staff will also be helpful in identifying the information
online and/or accessing additional information/contacts that may be of assistance in
starting your chapter. As you begin to prepare your paperwork, the following items are a
part of the affiliate application:

1) affilate application form

2) letter from regional director supporting candidacy

3) letter from chapter president briefly stating history, goals and purpose
4) copy of the chapter's constitution and bylaws

5) chapter name, which should comply with the NABJ naming convention
6) chapter roster, listing member names ad company or schools

7) two-thirds of the membership must be eligible for NABJ membership as full, associate or
student members

8) chapter president and vice presidents must be full members of NABJ and all chapter
board members must be NABJ membersemaining officers must be members

All affiliate applications and supporting materials should be sent to the NABJ national
headquarters. The NABJ staff will forward it to the NABJ Membership Committee, which
will review the application and the forward it to the NABJ Board of Directors. The NABJ
Board reviews applications four times per year at its quarterly meetings.

Establishing a Place of Business for Your Professional Chapter

Finding a place to call home doesn't have to be difficult. Assess your resourcesée if a
company or community agency in your area can donate office space. Perhaps there is an
unused area at a local television station, or a vacant office neighboring the local newspaper.
Whatever the case, the local chapter should try to settle on aggke that is centrallylocated

and easily accessible by your leaders and membership.

Ideally, the space should accommodate your technology and logistics needs as well. Some
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chapters use offices as their mailing addresses, while others prefer for mail to gpa post
office box. Whatever your preference, be sure all of your mailings include the preferred
address and a phone number. While your office may not be staffed, it's still a good idea to
make sure an answering service or recorder is available to talaalls. That also means
someone must regularly check the messages.

At the same time, be sure to stock the office with the minimal level of resources you'll need
to take care of business: letterhead, office supplies, a fax machine, copier paper, a computer
with Internet access, a printer, and so on.

You may find that an actual office space is not feasible to start. You may house your

I OCAT EUAOEIT T Al AOOET AOO 11 OEA 7AA AT A OOEI

physical office space prevent yodrom starting a chapter.

Council of Presidents and Chapter Day

The Council of Presidents is a standing NABJ committeemposedof chapter presidents.

The Council fosters effective chapter management, develops strategies for chapters to
recruit and retain members, as well as offers an outlet for chapters to share fundraising
ideas for scholarships and awards programs. It also aggressively recruits members to NABJ
and works to reach a consensus and make recommendations on how issues and concerns
can ke addressed and resolved within NABJ. The Council communicates with its members,
other NABJ leaders and otherwise shares chapteelated news primarily via a dedicated

list serve. Since 2004, the Council of Presidents has helttaning workshop during the
s AT T OAT OETT AATT AA O#EAPOAO $Ausoe ) 060
receive leadership training and tips on effectively managing your affiliate chapter.

Professional Chapter Audit

Each year, professional chapters are requiredtsubmit an annual audit with aDecemberl
postmark deadline. To review the audit materials, go to
http://www.nabj.org/?ChapterForms . More information on the chapter audit can be read
in Chapter 16.

Organizing Student Chapters
It's easy to start an NABJ student chapter. The hard part is maintaining a consistent level of
production and enthusiasm for the chapter to thrive.

When starting a chapter, it's necessary to seek out students who are committed to tumg
the dream of an NABJ student chapter into a reality. After you've decided to start a chapter,
you should notify the NABJ national office of your intentions. The office can provide you
with useful information and can connect you to your NABJ board septative to assist you

EU

A
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with the process

Student affiliate chapters must be composed largely of students enrolled in foyear

colleges and universities and pursuing careers in journalism. Student chapters must have a
full-time journalism professor, full member of NABJ or a professor who is an associate
member of NABJo serve as chapter adviserWhen possible, student chapters should have
the support and assistance of a professional chapter. Student chapters must have at least
five members who are curent members of NABJ.

The president or adviser of the
student group should contact the
NABJ student representative, as well
as the respective regional director
for consultation, guidance and
advice. Local dues may be collected.
If a checking or savingsccount is
opened in the name of the chapter,
the signatures of the chapter
president or treasurer and adviser
are required. All candidates who run
for president andvice president(s)
must be paid members of NABJ..

University of Oklahoma NABJ Chapter
All affiliate applications should be sent to NABJ national headquarters. The national NABJ
staff will check the membership database to confirm that the officers listed on the student
affiliate application are NABJ members.

The staff will forward the application to the NABJ membership committee, parliamentarian
and the regional director for review. If the application is complete, the membership
committee will present the application at the Board of Directors meeting, which takes place
guarterly - usually in January, April, August and October. At this time, the Board will vote
on affiliation status.

When the Texas A&M University Association of Black Journalists was founded, the chapter
struggled for over a year to keep students interested. It seemed like &y week the chapter
had to find a gimmick to get students to participate in its activities. The executive board
had to maintain a certain level of confidence because the chapter found itself frustrated
with the slow pace. That's a part of wanting to starh chapter. Youmust have the
perseverance, patience, and finesse to make sure a chapter does not falter.
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Student priorities change every day. As a founding member or officer of a fledgling chapter,
you must always be the guiding force in the chapter's fancy. That means you will often

find yourself doing most of the work, making all of the calls notifying people of the meeting
and checking to make sure duties that you delegated are being carried out.

There are so many intangibles that go into starting student chapter. If you have a solid
group of students and a supportive faculty adviser who are willing to do the necessary
work, your school's name will be added to the list of NABJ student and professional
chapters.

Naming Your Student Chapter

NABJ hagust two naming conventions that t will accept as a part of a student affiliate

chapters application? O51 EOAOOEOUS6 ! OOT AEAQEI-O5TT EOAR O AREU &
The reason for this is due to the desire to have similar branding for NABJ affikachapters.

So choose wisely. Like stated above, some student chapters may have different naming

conventions, and they were established before the naming convention requirement.

Student Chapter Audit

Each year, student chapters are required to submit aannual audit with a November 1
postmark deadline. To review the audit materials, go to
http://www.nabj.org/?ChapterForms .

More on Student Chapters
Please see Chapter 15 for more
useful information pertaining to
student chapters.

S— 2 — — —

University of North Texas Association of Black Journalists Chapter
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CHAPTER
WRITING LONSTITUTIO& BYLAWS

A constitution establishes the basic structure of how an organization is governed. Its bylaws
specify theules by which it will operate.

Firstof all, youmay ask: M AO6 O OEA AEAEEAOAT AA AAOxAAT A Al

A constitution :

Fls concise

FExplains the fundamental purpose of the group

o O OEAAO OEA AAOEA £OAI Ax1 OE &£ O OEA CcOi1 0P80
EProvides historical perspective

Els rarely revised and requires a twethirds majority to do so

While the bylaws :

EOutline specific procedures for
OEA CcOi 6pP6O AOT A
FHelp the group conduct \
business in an orderly manner
EProvide further definiti on to the
constitution

E | &ily refised, usually by a
simple majority, and revised
regularly as procedures change Boston Association of Black Journalists

Your chapter constitution ensures that all of the rules and regulations are proposed and
debated openly and lays down detailed procedures for the conduct of debates, discussion,
meetings and the like. It is your building block for accountability, representation and
explanations for the division of power.

Your chapter constitution should mirror NABJ's. It can be revised as you feel is necessary,
but keep in mind that two-thirds of the general body must approve any changes. In some
cases, you may find that the national constitution is not a orgize-fits-all document. For
example, maybe there arédew broadcast journalists in your chapterso you may not need a
vice president/broadcast slot on your executive board. Qiyou may want to make
provisions to incorporate students into the professional chapter constitution.

Bylaws establish the rules goveing the management of the chapter. Chief among the
items you should include are your chapter's name, purpose, membership standards, voting
standards/procedures, officers, board of directors/executive board (if applicable), dues,
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meeting information, standing committees, fiscal policies and provisions for how to rewrite
the governing documents.

This set of procedural standards not only helps keep order in the organization, it is also a
legal document required by all incorporated ~
entities.

I x8 O AT1T £Z00A OEET C
have two separate documents. Some
successful chapters have followed what has
become common practice and just have a
single governing document. This accepted
practice is notedin "Robert's Rules of
Order." This single doament can be called
the "bylaws" or the "constitution and .
bylaws." According to "Robert's Ruleg "the SanAntonio Association of Black Journalists
term bylaws, as used in this book, refers to this single, combination type instrumentby
whatever name he particular organization may describe it."

If a chapter decides to have a single governing document, then it will take a tlords
majority to amend it. Always include the date of the most recent revision as a footnote on
all pages of your governing douments.

It is a good policy for every member, upon joining the chapter, to be given a copy of its
governing documents and any other special rules or policies that have been adopted. This
will help the member become familiar with the chapter and hopefuyf encourage their full
participation.

For more information, check with
successful professional and student
chapters of NABJ. Also, consult with
NABJ's parliamentarian for guidance in
writing your governing documents.

Colorado Association of Blackudoalists
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CHAPTER 3
PLANNING ANBXECUTINAN B-FECTIVE
MEETING

It's a busy week with lots of breaking news stories. The mayor has been arrested; the state
university football team is playing in the national championships; and your boss is
breathing down your neck for that piece that is not due until next week. Not to mention it's
the second Saturday of the month: Time for the monthly chapter meeting. Will your
members be excited to attend? Will they need to decompress from the intense wewfk

news coverage? If they already have
the day marked on the calendar, is it
in anticipation of another

long, laborious brain-draining talk
fest? Or, araghey looking forward to
being motivated to return to their
important job?

An effective chapter meeting can
energize your local membership.
Your chapter can provide quality
programs and services for its
members and advocate on behalf of South Florida Black Jowtists Association

black journalists. Your meeting may be your organization'siost effectiveretention tool.
Effective meetings don't just happen. They require planning to make sure your chapter is
not wasting the most precious commodity of any individual: time.

PAD your meeting for success. PAD is an acronym for Purpose, Agenda, DistributiomurYo
meeting should have gurpose with a setagendathat has beendistributed ahead of time
along with any lengthy materials you want members to consideChoose to hold meetings
at sites members find easily accessible. Consider seating arrangements andmosize, too.
Just because the "Old Avenue Baptist Library" is where you have always held the meeting
doesn't mean it is the best location today. "We choose different locations to try and involve
as many members and potential members as possible," saysmingham Association of
Black Journalists President Steve Crocker. He says BABJ tries "to give members who may
not ordinarily get to come to regularly scheduled meetings an opportunity to take part in
chapter meetings."
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Tulsa Association of Black Journalis president Russell LaCour said in a 2010 NABJ survey
of chapters that one of their biggest challenges is "keeping members engaged.” He says
TABJ is "trying a new organizational model after the Atlanta chapter's lead. We will meet
socially monthly, but aboard will run the chapter meeting monthly with full meetings
quarterly."

As local chapters try to make the most of the time members give thethgy have to make

sure they are not wasting time meeting for the sake of meeting. However, taking part in

chapter activities, whether meeting socially or for fiduciary reasons, can make a big
AEEZEAOAT AA ET A ET OOT AT EOCOGO AAOAAO8 7EAT UI
such as NABJ, chapter meetings can have different purposes depending on the nddldeo

members involved in the local chapter. For instance, large, diverse chapter in a densely

populated region may focus more on networking, than say a smaller sparse chapter with
members who have to drive from neighboring cities to participate. Frequdty, smaller

cities will have younger journalists whose meetings may indeed double @& factosupport

groups, professionally and personally.

NABJ member @&nia Francois is a television assignments manager. In 10 years, her career
hastaken her to four cities: Miami, FL; Oak Hill, WV; back to Miami; Shreveport, L#&nd

Little Rock, AR. As someone who has had to move a lania Francois considers NABJ local
chapters great networking tools outside of journalism. She recalls her experience with the
South Floida Black Journalists Association as one that motivated and encouraged her to
continue with her career in broadcast journalism.

"Their meetings would handle business, and include community speakers who helped me
feel more connected to the city as a profegmal. I'm sick of moving," but Taniasays if her
career took her to another city, she "would look for a local NABJ chapter to talk to other
professionals about where the churches are and where would | get my dry cleaning done or
my hair and nails, or evergood doctors."

On the subject of effective meetings she says, "absolutely, good meetingsedfective
OAAOOGEOEIT C OIT10O6 A O 11TAAI AEAPOAO 1 Al AAROO
technology makes it possible for people who can not physicallyelin the same place at the
same time to connect at the same place and time via electronics.

>

Philadelphia Association of Black Journalists President Sarah Glover saysdard meetings
are very effective in taking care of PABJ business when necessary. Ske advises chapters
to take advantage of some of the free technology at places like totally free conference calls
http://www.totallyfreeconferencecalls.com/ . The service allows you to meet and recdr
calls. Their website says they can accommodate a three person meeting or a compamnye
call.
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With all your members ready to meet, whether they are in the room or on the phone, this
is your chance to "wow" them with a wellrun meeting. To do that, SiSigma Director Jose'
Pereira advises you to establish what type of meeting you are holding ahead of time. He
saysto ask yourself: "Is it a decision meeting, informational meeting, or other type? You
have to make sure the right people are in attendander the meeting you are holding
especially if it's a decision meeting. Askaurself if it a consensus, majority or chairman's
decision that has to be made." That will help you decide how much time you need. He
suggests that meetingshould not last more than an hour.

Chapters may benefit from allowing time before or after meetings for socializing, giving
members the option to leave or arrive late out of respect for their time. First, start your
meeting on time. Robert's Rules of Order is helpful in keepgnwith parliamentary
procedure. The method can help you manage the meeting and keep discussion on track.
The president or meeting facilitator, as well as the chapter parliamentarian should keep a
copy on hand Refer tohttp://www.robertsrules.org . Next, make sure someone is taking
minutes of your meeting. Helpful tips for the secretary who has never quite been a
secretary before can be found at the meeting wizard website
http://www.meetingwizard.org/meetings/takingminutes.cfm _or meeting mix.
http://meetingmix.com/vhome

Committees can and should be utilized to handle special prajis and functions. Allow time
for committee reports to be presented, keeping in mind every presentation doesn't call for
discussion. Encourage committee chairs to submit written reports ahead of time and give
them web space on your chapter page to keep mdryars updated on their activities.
Committee meetings can be a good way to involve local journalists who can't attend regular
chapter meetings because of their work schedules.

Finally, as you conclude your meeting on time, make sure you recap the highligtand next
steps your chapter plans to take to meet its goals and objectives. Agree on your next
meeting. Whether it is a social function or one for professional developmenemember the
principals on which NABJ was founded. Support one anothpersonally and professionally
becausejn some cases, your local chapter may be the only family some members have in
town.
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