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Proper wearing of the NAWIC pin – The NAWIC pin should be worn on the left side over your heart.  An officer should wear a pin with guard of her “present”

office with the guard placed to the side of the pin and NEVER above the pin.

A Past Officer/Director should wear the pin of the highest office attained. 

NAWIC Name Badge – should always be worn on your right side.  Example:
when shaking hands with someone, your eyes will go to that person’s right side.

Invocation - always remember the proper order is God, Country, and NAWIC.  

Pledge of Allegiance (Flag must be present) – The flag should always be on the right of the speaker as she faces the audience.  All other flags should be on the left of the speaker as she faces the audience.  

The Salute – all persons should come to attention.  Citizens not in uniform salute by placing their right hand over their heart.  You should always remain in a salute when the flag is passing in front of you.
Pledge and National Anthem – always stand at attention and salute during the 

entire presentation of each.

Proper Self Introductions – stand, state your name, company name, position in NAWIC.
If time allows, you can state your employers name and your position.
Proper seating arrangement during business meeting - There is a Head Table Seating Chart in the Director’s Handbook. It suggests that place cards with names on both sides should be used on the Head Table.  All “honored” guests should be escorted to the head table and out of the assembly after their participation.  It also suggests that the Parliamentarian should be seated to the immediate left of the Director/Chapter President in order for her to be near the presiding officer.  
Do’s and Don’ts when selecting a meeting location 
Cost – price should be affordable to most members including our retired members

Parking, lighting, easy access for elderly members/guests and for anyone having to bring in supplies or equipment.  Valet availability?

Restrooms - should be close to meeting room and sufficient stalls for large groups.
Meals:  Alternate meals should be available for vegetarians or others with 
special diet needs.

Room privacy & noise – verify who is using adjoining rooms to make sure their noise level will not interfere with our meeting or guest speakers. 
Always check the room lighting, and audio equipment availability.

Things to consider when setting up a room for a meeting:

Head Table – Make sure that table is always skirted, has sufficient table 
space between and behind each person,  and “safe” riser stairs at both ends.
Lectern should be placed where all can see and hear and have as close of proximity as possible.
Registration Table – assign “friendly, outgoing members” to welcome guests 
Booth Tables - safe location for members handling money. Consider the “flow” of tables when selecting their positions for ease of movement.
  
Placement of information on table.  Financial Statements/Minutes are not to be placed where non-members can attain them. 
Can everyone see and hear – make sure audience tables are set to allow everyone to see.  Water/glasses should be on each table.  If budget 
allows, place note paper, pens and candy at each place.

How many meetings per year:


      Board Meetings - 10     


  Membership Meetings - 10 including 6 Business Meetings
What type of meetings (construction industry related meetings are preferred but 
occasional general interest topics are allowed – be sure that their topic is presented in a professional manner)

Always stand up and speak out when doing self introductions or addressing an audience.  When addressing the “presiding officer”, always address them by 
their Title (Madam President, Madam Director, etc.)

Cell Phones – all cell phones/pages should be muted or turned off in the assembly room.  If you must answer a call, please remove yourself from the room before doing so  (Item #1 of Forum Rules).
“Comfortable way” is not necessarily the Professional way we’re looking for- 
In recent years, chapters have become more “relaxed” and by doing so have taken the “professionalism” out of our meetings.
 As discussed earlier, we should NEVER conduct a meeting from a seated position.  The presiding officer and all members should rise when speaking in order to be clearly heard by others.  We should always respect those speaking by not “shouting out” or interrupting while they are speaking.  We should refrain from conversation while someone else is speaking.  

We should also always consider the “image” that we are projecting to members and guests.  In today’s world, we have many members that are working “in the field” that necessitate their coming straight to a meeting from the jobsite – sometimes after a heavy duty day.  A suggestion would be to keep a clean set of jeans/tee shirt in your vehicle on meeting days in case you need to make a change in clothing before the meeting. 

Proper introduction of speaker – Member doing the introduction should come to front of room and present the written Bio of the speaker. If necessary, prepare a “script”.

Proper use of NAWIC logo on e-mails and business cards, sales items;  
NAWIC Policy #2 – “The NAWIC emblem or insignia may be used on letterhead, invitations, bulletins/newsletters, programs, and members may utilize the NAWIC emblem only on business cards, provided slicks issued by the NAWIC office are used.  The emblem cannot be changed in any manner.  Approval must be obtained from the Executive Vice President before the emblem is used on any other item.  Permission, when granted, will be non-exclusive and subject to later cancellation.  (Explanatory Note:  The reason for this policy is that the emblem is registered in the United States Patent Office and must be protected from possible violations which might affect its validity).”

Chapter Business should always be conducted per the approved printed Agenda and the current approved Standing Rules and Guidelines.

NAWIC Object – Article II of the current National Bylaws state “The Object”

of the Association.  Please do not change the word to “objective. 
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Resource Material:  

NAWIC Operating Manual including Bylaws 

Director’s Handbook, Forum Procedures and Rules

Roberts Rule of Order Newly Revised

Flag Etiquette
