
 

 

 
 
                                                                                                           July 10, 2006 
 
The Board of Directors 
The National Association of Watch and Clock Collectors, Inc. 
514 Poplar Street 
Columbia, PA 17512 
 
Ladies and Gentlemen, 
 
The Membership and Publicity Committee is pleased to submit this draft of a new 
Chapter Operations Manual to replace the existing Chapter Handbook. It is submitted in 
accordance with the provisions of Article VII, Section 3 (b) (3) of the Standing Rules of 
the Association. 
 
Creation of this Chapter Operations Manual was made necessary by the recent corporate 
reorganization of the Association and by numerous changes over the years in Association 
policies regarding chapters.   The Manual is designed to help chapters, which are vital 
parts of the Association, become successful and to grow. 
 
Drafting of this Manual was commenced several years ago by Board Chairman Frank 
DelGreco when he was a member of the Membership and Publicity Committee. . Credit 
for its completion, however, must be extended to Andy Dervan and Director Joanne Orr, 
present members of the Committee.  Their talent and perseverance made it happen.  
Special acknowledgement must also be given to Director John Hubby who helped write 
the Model Chapter Constitution and Bylaws in the Appendix.  
 
Following receipt of comments from the Board and from the Association’s legal counsel, 
and review by the Association’s Editorial staff, the Manual will be prepared in final form 
for the Board’s approval and transmittal to all Chapters of the Association. 
 
                                                                     Sincerely, 
                                         MEMBERSHIP AND PUBLICITY COMMITTEE 
 
 
                                                           Charles Buttz, Chair    
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                                                   Welcome !! 
 
       
Membership in the National Watch and Clock Association (NAWCC) brings a myriad of 
benefits and opportunities.  Among the most treasured are the friendships established 
while networking with other members.    Those opportunities and friendships expand 
through membership in a chapter.  The members and staff of NAWCC welcome you to the 
world of chapters and hope this manual will be of help to you and your chapter.  
 
 
 
 
 
 
 

 
 

Foreword 
 
 

Chapters are the lifeblood of the NAWCC.   Members who belong to chapters stay with the 
Association longer than those who do not.  Approximately one third of our members belong to 
chapters.  The Chapter Operations Manual is designed to help chapters become more successful 
and to grow, thus benefiting their members and strengthening the NAWCC. 
 
 
This booklet wea created by the Membership and Publicity Committee and approved by the 
Board of Directors.  This committee is your source for guidance and help on chapter and 
membership issues.  Committee members are listed in the BULLETIN and welcome your 
comments, suggestions, and questions.  Periodically, the committee may contact chapter officers 
for purposes of gathering data (e.g., success stories) for sharing with other chapters. 
 
Although much of this booklet is a guide based upon the experience of many successful chapters, 
it also includes a few basic rules – chapters must adhere to these rules in order to maintain their 
charters or, in some cases, their nonprofit status. 
 
The booklet is divided into three sections: Chapter Information, Chapter Formation and Chapter 
Requirements, plus Appendices.  It was prepared by the Membership and Publicity committee 
and published by the staff of the NAWCC in 2007. 
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SECTION I –CHAPTER INFORMATION 
 

Overview 
 
Chapters exist basically for the same purpose as the NAWCC, but they provide a higher degree 
of networking, intimacy, volunteerism, and camaraderie than is possible at the national level.  
Chapters exist and operate for the purpose of encouraging and stimulating interest in the art and 
science of horology, thereby benefiting chapter members and the public in the following ways: 
 
• Promote and provide education in the art and science of horology; 
• Provide regular meetings for social and educational exchanges 
• Sponsor conventions, symposiums, and other events of horological interest; 
• Provide horological research opportunities through the collection and presentation of 

horological data material for posterity; 
• Promote and provide the public display of horological artifacts of every kind and description 

and offer related education and research; 
• Promote and provide opportunities for volunteerism and camaraderie; 
• Cooperate with individuals, other chapters, other institutions, and the public to stimulate 

genuine interest in the collection, conservation, interpretation, and exhibition of timepieces 
and other horological items; and 

• Support the NAWCC or an NAWCC program financially 
 
Chapters should focus on these purposes and have fun doing so. 
 
 

Chapter Types, Structures, and Effects on  Tax Status  
 
Geographic-based Chapter 
Webster’s dictionary defines a chapter as a branch of a society organization.  NAWCC bylaws 
provide for chapters.  There are two broad types of chapters.  Geographic-based chapters are 
organized, as the name suggests, within a geographic area that is defined by postal zip codes or 
other natural or manmade boundaries.  Although most geographic-based chapters are located in 
the United States, a subset of the geographic chapter is the international chapter – one located in 
another country.  Any NAWCC member may choose to join any geographic chapter.  There is no 
requirement that a member live within the geographical boundary.   
 
Special Interest Chapter 
Another type of chapter is the Special Interest chapter that is organized around a common area of 
interest, such as tower clocks, horological tools, or even years of service with the NAWCC.  
There are no geographic boundaries to a Special Interest chapter. 
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Incorporated Status 
Chapters may be structured in one of several ways.  A chapter can be a group of members with 
no particular legal structure or a chapter may incorporate itself.  Incorporation helps to protect 
the officers and directors from personal liability should something go wrong.  However, the 
possibility remains that individuals might be sued under certain circumstances.  Finally, a 
chapter may incorporate itself as a tax-exempt 501(c)(3) educational organization, similar to the 
NAWCC. A benefit of chapter 501(c)(3) status is that it allows donors to the chapter to claim a 
tax deduction for their gifts.  It should be noted that the NAWCC and chapters are semi-
autonomous.  The status of one corporation does not affect the other.  Chapters may desire to 
purchase liability insurance covering the Chapter, its officers, chapter meetings and other 
chapter-sponsored activities so they are not held liable for any chapter action or any accident at a 
Chapter event.  
       
Tax Exempt (501(c)(3) Status 
A tax-exempt status enables a chapter to buy services and equipment needed to hold meetings 
and to provide education, and to collect dues, without tax liability (income tax or sales tax).  The 
tax-exempt status applies only to official chapter purchases, and not to purchases of its individual 
members.   While tax-exempt status provides benefits for the chapter, it also imposes a 
significant requirement for public service, and the commitment of chapter resources to public 
education. Members are, and always have been, responsible for collecting and paying state and 
local sales tax on sales and purchases of horological goods at chapter marts and auctions.  Some 
states have not enforced this at chapter meetings and regional events, because either those states 
are unaware that the events are occurring, or the event’s size makes the effort not feasible.  In 
any case, it is important to understand that members are obligated to pay state and local sales tax, 
and neither the chapter nor the NAWCC will support efforts to avoid paying such taxes. 
 
 

Membership and Organization 
 
Officers 
Each chapter should have as officers a president (or chair), one or more vice-presidents (vice 
chairs), a secretary and a treasurer. A Board of Directors should be called for in the chapter's 
constitution and bylaws. Their election/appointment, duties, and authority should be clearly 
defined in the bylaws. (See model chapter Constitution and Bylaws in Appendix D.) The names 
and addresses of chapter officers and directors should be provided to NAWCC Headquarters as 
soon as possible after all elections. 
 
Chapter Officers should seek out and encourage members to serve on chapter committees so they 
may gain experience with chapter activities and prepare themselves to serve as future officers. 
 
Officer’s Duties and Responsibilities 
The duties and responsibilities of the officers should be detailed in the chapter’s bylaws and 
usually will consist of the following: 
  
 

Officer Responsibilities 
President or Chair  Presides over meetings; facilitates 

important decision making, and appoints 
committee chairs; new presidents should 
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compare actual practices for compliance 
with NAWCC and the chapter’s bylaws. 

Vice President or Vice Chair Arranges programs for meetings if a 
program committee does not exist.  
Assumes duties of President in his/her 
absence 

Secretary Records and reports the minutes of all 
meetings 

Treasurer Maintains the chapter’s financial records  
 

Committees 
The following are suggested committees for a chapter (note that some committees may consist of  
one person while others may require many):  
 

Committee Name Purpose 
Hospitality Arranges for food and beverages at 

meetings and regionals; 
Exhibit Arranges for educational exhibits; 
Programs Arranges for lectures, workshops, and 

chapter programs 
Education Arranges Field Suitcase courses, 

workshops, and seminars 
Photography Records significant events, programs and 

exhibits on film or videotape 
Historian Keeps records of significant events, usually 

in scrapbook form 
Publicity Contacts media with info about chapter 

events and activities. 
Nominations/Elections Selects candidates to run for election for 

officer positions 
Mart Arranges for setup, teardown, and orderly 

proceedings in the mart room 
Greeter/Welcoming/Sunshine Greets and makes new members and guests 

feel welcome, reports upon illness or death 
of members; 

Special Projects Arranges and oversees projects such as 
antique roadshows, public clock 
restoration, etc. 

Regional Arranges everything necessary to conduct a 
successful regional event; 

Auction Arranges for silent and live auctions 
Librarian Manages the chapter’s lending library 
Newsletter Editor/Publisher Composes and publishes a periodic chapter 

newsletter; 
Web Master Manages the chapter’s web site  
NAWCC News Reporter Reports to chapter the latest news from the 

national organization that is posted on the 
NAWCC News site.  
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Security Responsible for mart security at chapter 
meetings and regionals. 

New Member Mentor Ensures that new members and guests are 
treated in a way that prompts improved 
retention and recruitment 

                                                                                                                                                             
Chapter officers and/or Chapter Committees should meet at regular intervals to plan and 
organize Chapter activities in order to effectively manage the Chapter.  These could meet before 
or after regularly scheduled chapter meetings or have separate meetings.   
 
Reference: NAWCC Bylaws: Article I – Board of Directors 
  Section 2, 3, 4, 5, 7, 8 
 
Chapter Officers should review the above bylaw sections to insure chapter practices comply  
with both National and local Bylaws  
 

Membership Requirements 
 
All NAWCC members in good standing are eligible for chapter membership. Chapter 
membership allows them to attend chapter activities, become officers, or accept appointments in 
the chapter.  An individual may belong to more than one chapter.   Chapters will be notified by 
NAWCC through a bimonthly Membership Activity Report of members who have ceased 
membership in the National Association, and thus, the local chapter.  Membership is open to 
family members at reduced rates. Non-member spouse or significant other, and minor age 
children of members are welcome at chapter activities, and have full member privileges except 
the ability to vote. Members, guests, and family members must abide by both National 
Association’s Constitution and Bylaws and the Chapter’s Bylaws. 
 
 

Meetings 
Location and Time 
Chapters should meet regularly at a place easily accessible to its members.  Geographic chapters 
usually meet monthly, bimonthly, quarterly, or another agreed upon schedule.  Special Interest 
chapters usually meet at Regionals and at the National Convention. 
 
The geographic chapter meeting location should be chosen based upon the expected attendance; 
desired meeting time, and the cost and extent of facilities needed, such as tables, kitchen etc. 
Also, the ability to carry clocks and boxes into the meeting room is important – first floor rooms 
without steps are preferable. Small chapters often meet in members’ homes or in restaurants.  
Larger chapters meet in hotel or convention facilities, VFW halls, municipal recreation centers, 
and so forth.  Chapter officers need to examine what is available and determine what fits the 
chapter’s needs and finances.  Investigating potential meeting locations should be an ongoing 
effort as conditions change (the economy, chapter size, and the current meeting facility 
suitability).  Senior citizen, community, fraternal, or religious organizations often provide rental 
rooms for minimal fees especially if a member belongs to the organization.    
 
Occasional multi-chapter meetings are encouraged to promote interaction and cooperation 
between chapters, share horological interests, and enhance fellowship. 
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 Meeting Activities 
A typical chapter meeting should include the following activities: 
1. A formal meeting to discuss the chapter’s business, including finances, activity planning, and 

so forth; and 
2. One or more educational programs, including workshops, lectures, and other presentations.  

A recent survey showed that members were most interested in repair and restoration, so 
workshops on those topics (especially the type that includes some hands-on activities) work 
well.  For meetings when no live program can be put on, various media presentations can be 
borrowed from the NAWCC lending library. 

 
Chapter meetings also may include the following activities: 
 
1. A mart where members may buy and sell among themselves; items for purchase or sale must 

be “horologically related” (barometers, music boxes, jewelry depicting or made from  
horological items, or items with clockwork mechanisms – roasting jacks, clockwork toys or 
dolls) besides traditional clocks, pocket watches, wristwatches, sundials, and so forth. 

2. Live and/or silent auctions; 
3. A meal and/or hospitality of some sort; 
4. A lending library where members may borrow books, video tapes, DVDs, etc., for viewing at 

home or at meetings; 
5. An exhibit or “Show and Tell” of members’ horological treasures. 
6. An annual picnic, banquet, or holiday gathering are important social events for building 

fellowship among members.  
 
Members are encouraged to bring guests to chapter meetings.  For that reason, members should 
be issued badges at each meeting and guests should receive special badges denoting nonmember 
status. 
 
However, the Friends and Family Visitor option can greatly simplify the attendance of guests at 
chapter functions and is highly recommended. (See Appendix A.) 
 
Reference:   NAWCC Bylaws Article VIII: Chapters  
  Sections 2, 3, 4, 6 
 

 
Newsletters and Meeting Notification 
Members should be informed about chapter meetings and activities (place, time, date, and 
driving instructions) with sufficient lead-time – one to two weeks – in order to promote good 
membership attendance and participation.  Meeting notices can take various formats: postcard, 
newsletter, or email.  Chapters are encouraged to publish a regular Newsletter, in printed or 
electronic format, to provide more information to members about chapter activities and other 
horological news. This will promote greater member interest and involvement. A Chapter 
website is an inexpensive route to provide members with an updated schedule of Chapter 
activities.  Chapter websites can be linked to National website, making it easier for potential new 
members to locate chapters. Chapters should consider contacting all NAWCC members within 
their geographic areas periodically regarding chapter activities. A geographic member list is 
available from NAWCC. 
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News Media 
Representatives of the press, radio, TV etc. should be encouraged to visit exhibits, workshops, 
lectures and events with proper security arrangements. Special programs/projects provide an 
opportunity to publicize the Chapter and NAWCC.   Local Cable TV Public Access Programs 
give individuals or groups the chance for visibility.  NAWCC can assist chapters with guidelines 
and sample news releases.  Feature stories on members and their collections are popular. 

 
 
 
 
 

Financing Operations 
 
Chapter meetings will naturally incur expenses (e.g., rental of room and/or tables; food; purchase 
of equipment and supplies; speaker, etc.) and the chapter needs to determine how to finance 
those operations.  Typically, chapter activities are funded through one or more of the following 
methods: 
 
1. Members and guests are charged a nominal entrance (registration) fee, with an additional fee 

for food (if offered) and mart tables (if offered); 
2. Members are charged an annual chapter membership fee; or 
3. The chapter co-hosts a regional event and uses the surplus to finance operations throughout 

the year. 
 
Chapters will also incur ongoing operating expenses (office supplies, postage, telephone 
expenses, newsletter publication, website fees, etc.).  These expenses need to be factored in when 
preparing an annual budget and establishing chapter meeting or membership fees. 
 
There is usually an initial adjustment period for the chapter to find the right rates to charge for 
fees, based upon attendance revenues and chapter expenses. 
 
Chapters should keep a written record of their ongoing operating expenses and income.  A 
variety of simple computer programs are available as a means to maintain these records and 
prepare reports, although a simple ledger would be sufficient. The Treasurer should prepare an 
annual  financial report and review it with the Chapter Officers and possibly with entire Chapter.  
A short presentation at Chapter meeting or including a simple chart in the newsletter on Chapter 
financial status is helpful. An internal audit Committee or outside accounting person should 
conduct audits, preferably annually, or whenever a Treasurer change occurs.    
 
 

Special Programs, Projects, and Mentoring 
 

Special programs/projects are opportunities to promote member involvement and public 
awareness of NAWCC and the local Chapter. Providing interesting activities and educational 
opportunities is one of the most important things a chapter can do.  Some examples are:   
• Restoration of a public clock,  
• Horological display at a local library or historical society,  
•  Horological lecture at an another organization’s meeting, 
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• Advertise and offer a public watch or clock appraisal event. “Horological Antique Road 
Show” is the name used by some chapters,  

• Set up a display and hand out information at local antiques shows or historical group 
       meetings, 
• Sponsor multi-Chapter Regional Meetings with mart, exhibit, workshops or seminars, or 

separate horological seminar with multiple workshops or presentations, 
• Sponsor a regularly scheduled educational or repair class outside of Chapter meetings, 
• Arrange a Field Suitcase Workshop course through NAWCC; Field Suitcase Workshop 

courses are tremendous recruiting tool for new members,  
• Plan a chapter road trip to horologically related Museum, exhibit, etc 

 
Mentoring 
Recruiting and retaining new members is essential to the NAWCC and its chapters.  Chapters 
should encourage members to bring friends and family as guests to chapter meetings in order to 
interest them in becoming members.  Bimonthly, NAWCC sends each chapter a list of new 
members in their area, (as has been defined by the zip code).  A chapter officer or designated 
member(s) should take the opportunity and contact the new members in their area, tell them 
about chapter activities and invite them to upcoming chapter meetings.  Many new members 
have email addresses and adding their name to the chapter’s meeting email reminder notice 
improves likelihood they will attend chapter meetings. Chapters should identify several members 
who would volunteer to help mentor new members.   
 
Surveys have shown that new members have a lower drop out rate if they are involved in chapter 
activities and are learning about their new horological hobby. This is an important step 
improving membership retention.  Keeping a chapter busy and growing is a primary goal.   
      
Awards 
Annually chapters should review and identify chapter members who have contributed to various 
chapter activities and recognize these contributions through awards.  Annually, the NAWCC 
Awards Committee formally requests that each chapter nominate individuals deserving awards. 
These awards have many levels:  National Certificate of Appreciation, Gold Certification, 
Fellowship, etc.  Presenting these awards publicly at picnic, banquet, or holiday gathering 
acknowledges a member’s contributions and helps foster other members’ participation.  
 
Surveys 
The NAWCC Membership and Publicity Committee annually conducts chapter surveys in order 
to learn about their successes, concerns, problems and creative ideas for programs and events.  
Survey findings are reported to all chapters and help strengthen the chapter network grows 
stronger.  Surveys are sent to chapter presidents (with a copy to the chapter secretary) and should 
be completed and returned as quickly as possible.  
 
Conclusion 
The successful chapter foundation is the selection of officers who are enthusiastic, have 
leadership ability, and can recognize and appoint qualified members to their committees. 

 
NAWCC Officers and Directors along with NAWCC Headquarters Staff are happy to assist 
chapters whenever possible. Don’t hesitate to contact the staff at 717-684-8261 or email a 
particular staff person. A National Officer is designated to attend formal multi-chapter regionals 
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as a representative to update members on activities within the National organization and answer 
members’ questions. 
 
A healthy chapter is not built up in a short time, but must be nurtured by dedicated members who 
are interested in the chapter affairs and activities.  Providing good programs and welcoming new 
members will help a chapter to flourish. 
 

 
 
 
 
 

                                      SECTION II – CHAPTER FORMATION 
 
Chapters are formed by a group of NAWCC members in good standing who present a petition to 
the NAWCC Membership and Publicity Committee.  The Committee does all the preliminary 
work to ensure that the paperwork is in order, including verification of the 25 (minimum) 
members’ names on the petition, and that there are no conflicts with nearby chapters.  A conflict 
could occur if the petition is for a geographical area already served by an existing chapter, or a 
request for a special interest chapter that duplicates the mission or purpose of another special 
interest chapter.  A petitioning chapter must present as part of its request a proposed constitution 
and set of bylaws that are consistent with the constitution, bylaws, and standing rules of the 
NAWCC. (See Appendix D.) 
 
The M&P Committee reviews all requests for a new chapter, and sends a report to the Board of 
Directors recommending approval or disapproval. Final decisions on new chapter formation are 
made by the Board. 
 
A chapter package of information, including all forms, is available from NAWCC headquarters. 
 
Reference: NAWCC Bylaws: Article VIII – Chapters  
  Section 1, 2, 5 
 
 
 
                             SECTION III – CHAPTER REQUIREMENTS  
            
Requirement:  Chapters operate semi-autonomously from the NAWCC.   No chapter, its officers, 
or its members has the power to act on behalf of the national organization in any way without 
express authority from the National Board of Directors granted for a specific purpose. (An 
example would be a chapter that hosts a National Convention.)  The NAWCC can not be held 
liable for any action of any chapter. 
 
Requirement:  NAWCC standing rules and chapter bylaws prohibit nonmembers from being 
present in rooms where mart or auction activities are occurring unless the chapter participates in 
the Friends and Family Visitor option.  For those chapters not participating, guests may attend 
any chapter activity except any mart or auction activities.  Guests are not allowed in rooms 
where mart or auction activities are occurring.  If, however, the educational features of the 
chapter meeting are in the same room as mart or auction activities, guests may be present 
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provided they are escorted by members to ensure that those guests do not participate in the mart 
or auction(s).  For this reason, it is important for guests to wear special badges to ensure 
compliance.  Badges also prevent unwelcome visitors from roaming the mart or auction room(s). 
 
Requirement: To avoid possible conflict of interest, no chapter may pay its members or their 
family members for services normally associated with running a chapter.  For example, members 
may NOT be paid a salary or other form of compensation for publishing a newsletter, keeping 
the books, working on a Regional, etc.  However, members and family members are entitled to 
be reimbursed for out of pocket expense. 
 
Requirement: Chapter activities must not violate the NAWCC bylaws or standing rules. 
 
Recommendation: chapter officers should annually review both Chapter Operations Manual and 
their Chapter Bylaws and Constitution to insure that current chapter practices comply with these 
existing documents.   Chapters should consider updating their Bylaws and Constitution to insure 
they are consistent with latest National Bylaws and Standing Rules. 
 
 
 
 

APPENDIX A – GUIDELINES FOR CHAPTER “FRIENDS AND FAMILY” POLICY 
 
The NAWCC Board of Directors approved a new policy and program in 2005 that enables 
sponsored non-members to attend the Marts and Auctions held at Chapter Meetings.  This 
program is optional on a chapter-by-chapter basis. In order for it to go into effect, the officers of 
interested chapters need to approve its use. Use of the “Friends and Family” Chapter Visitors 
Program  (F and F) greatly simplifies the process and should encourage chapters to invite guests 
to their meetings and events.                                                             
 
Complete program details can be obtained by downloading guidelines.pdf file from “Member 
Documents” Section of the NAWCC website. 
 
Four key points for every member to remember when they consider inviting their personal 
friends and relatives to participate in Chapter Marts and Auctions: 
 

1) Friends and Family must be INVITED to accompany you to the Chapter meeting. 
2) You are SPONSORING these persons under your Membership number, and you are 

responsible for their conduct while attending any NAWCC Chapter function. 
3) Those invited must pay the appropriate fee for entry into any Chapter event, if one is 

normally charged 
4) Those invited are NOT permitted to purchase a table at any Mart, nor are they permitted 

to display goods for sale at those events whether at the sponsoring Member’s table or any 
other table, on the floor, or in any silent auction.  However, they ARE permitted to buy 
goods at the events. 

 
 
F and F Establishment 
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For the F and F Chapter Visitors program to apply to Chapter meetings, the following simple 
guidelines apply: 
       
1) The Chapter must first agree to allow Friends and Family, {F and F) Guests to participate 

under these guidelines.  This is optional on a chapter-by-chapter basis and is not 
mandatory.  Chapter officers should thoroughly review these guidelines and plan 
carefully how to implement the program including education of the chapter members as 
to who can and who cannot participate in the Mart or Auction. 

2) If the chapter agrees to use the F and F Program, Chapter members may invite close 
friends and relatives who are not immediate family to attend chapter meetings and 
participate in the Mart or Auction. 

3) On arrival at the meeting, the Friends and Family Guests will be registered under the 
name of the sponsoring chapter member. 

  Distinctive name badges are to be provided for Friends and Family Guests to ensure they 
are properly identified and are allowed to buy items.     

 If other non-member visitors are present who are not Friend and Family Guests, their 
name badges should be a different color with an indication that they cannot purchase 
items.  

4) The Friends and Family Guests must pay any applicable fees for Chapter Marts and 
Auctions. 

 
5) The Friends and Family Guests invited are NOT permitted to purchase a table at any 

Mart, nor are they permitted to display goods for sale at those events whether at the 
sponsoring Member’s table or any other table, on the floor, or in any silent auction.  
However, they ARE permitted to buy goods at the events.  The rules of conduct at a Mart 
or Auction that apply to NAWCC members also apply to these invited Guests, the 
sponsoring Chapter member being responsible for their conduct in the same way they 
have been responsible for the conduct of members of their immediate family when they 
visit. 

6) The Friends and Family Guests are allowed to participate in a maximum of three Chapter 
Marts and/or Auctions under this program.  To continue participation, NAWCC 
membership is required.  After joining the NAWCC, the Chapter rules pertaining to 
NAWCC Member visitors will apply.  The former Guest may also join the Chapter.  It 
will be the responsibility of each Chapter to monitor and apply this rule to the Friends 
and Family Guests that attend their meetings.  

 
 

APPENDIX B – GUIDELINES FOR ESCORTED VISITOR POLICY 
 
The board adopted an Escorted Visitor Policy on April 30, 2006 to encourage the general public 
to become familiar with NAWCC, its mission and educational purposes. 
 
This policy will permit members of the general public to enter NAWCC Regional and National 
Convention Marts as Escorted Visitors, under the control of event organizing committee.  Each 
visitor will be identified, provided with educational and informational material, given an escorted 
tour of the Mart (no buying or selling permitted), and offered the opportunity of joining the 
NAWCC.    
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Complete program details can be obtained by downloading guidelines.pdf file from “Member 
Documents” Section of NAWCC website. 
 
 
 
 
 
 
 
 
 

 
APPENDIX C – GUIDELINES FOR SPONSORED VISITOR POLICY 

 
The Board approved Sponsored Visitor Policy on April 30, 2006 enabling Members to invite and 
sponsor children over the age of 18, other relatives, personal friends, and other visitors to enter 
and participate in Regional and National Convention Marts and Auctions without requiring them 
to join the NAWCC in order to enter the Mart or Auction. 

 
The primary purposes of this policy are: (1) to make Member’s attendance at Regional and 
National conventions more pleasant and friendly by enabling them to invite extended family and 
friends to participate in the events as Sponsored Visitors, and (2) to introduce those non-
members to the benefits of belonging to the NAWCC.  This policy will permit entry of non-
members to NAWCC Regional and National Convention Marts and Auctions as Sponsored 
Visitors, who fall in the following categories: 
 
 Children over the age of 18 and other relatives of a Member 
 Personal friends of Members 
 Other Sponsored Visitors as visiting business acquaintances. 

 
Entry of such visitors will be permitted only when individually known to and sponsored by a 
current Member, and upon payment of specified fees.  Persons joining NAWCC or renewing a 
lapsed membership at the event are not eligible to invite others as visitors.  Sponsored visitors 
will have access to and may participate in the Marts and Auctions but may not be table holders 
nor have any of the privileges of table holders, nor may they place items for sale in the Auctions.  
Each adult Sponsored Visitor will receive a membership eligibility certificate, giving them credit 
for the fee paid to National at the meeting and enabling them to join NAWCC either on site or on 
submission of that certificate to Headquarters within 30 days of the event, along with a 
membership application and payment of the balance due for full membership.  No other credit 
will be allowed. 
 
No limit will be placed on the number of times any Sponsored Visitor may attend a Regional or 
National Convention, provided the necessary fees are paid for each and every visit.  However, all 
the Sponsored Visitors will be subject to NAWCC Membership Code of Conduct and Ethics, and 
the sponsoring Member will be personally responsible for their conduct. 

 
Complete program details can be obtained by downloading guidelines.pdf file from “Member 
Documents” Section of NAWCC website. 
 



 

 14

 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX D – MODEL CHAPTER CONSTITUTION AND BYLAWS 
 

Following are a model Constitution and model Bylaws that chapters may utilize and modify to 
suit their particular needs.  Both models conform to the latest National Bylaws and standing 
rules. 
 
 
                                                   Model Chapter Constitution 
                                   

 
Article 1: Name 
 
The name of the organization shall be the ________________________Chapter of the National 
Association of Watch and Clock Collectors, Inc. and designated Chapter No. ______. 
 
Article 2: Purpose 
 
The Chapter shall operate and exist for the purpose of encouraging and stimulating interest in the 
art and science of horology for the benefit of the public and its members, by taking active 
measures to: 
 

• Foster a genuine interest in collecting timepieces, literature, data, and tools all related to 
the field of horology, 

 
 Cooperate with individuals, other Chapters, other institutions, and the public to stimulate 

genuine interest in the collection, conservation, interpretation, and exhibition of timepieces and 
other horological items, 

 
 Promote and provide opportunities for volunteerism and camaraderie in interests related 

to horology, 
 

 Promote and provide education and research in the art and science of horology, 
 

 Provide Chapter members the opportunities to buy, sell, trade, evaluate, and/or exhibit 
horological items and materials, 

 
 Participate and support in the purposes, activities, and programs of the National 

Association of Watch and Clock Collectors, Inc.     
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Article 3:  Non-Profit 
 
The Chapter shall be a non-profit organization. 
 
Article 4: Membership 
 
Any person or institution that is a member in good standing of the National Association is 
eligible for membership in this Chapter upon paying an annual membership fee to be specified 
by the Board of Directors. 
 
Article 5: Officers and Board of Directors: 
 
The governing authorities of the Chapter shall consist of the following: 

a) The Chapter officers shall consist of a President, Vice-President, Secretary and Treasurer.  
The Secretary and Treasurer positions may be combined into one position. 

b) The Immediate Past President shall be a member of the Board of Directors (Board) of the 
Chapter. 

c) Directors are appointed by the Board.  The number of Directors shall be as determined in 
the Bylaws. 

d) The Chapter officers, together with the Immediate Past President and the Directors, shall 
constitute the Board of Directors (Board) of the Chapter.  The Board shall have full 
authority in all matters as defined in this Constitution or the Bylaws, and shall manage 
and control the business and property of the Chapter. 

e) The Chapter officers shall constitute an Executive Committee for the purpose of 
conducting business of the Chapter between meetings of the Board. 

 
Article 6: By-Laws 
 
The Chapter shall, by the enactment of suitable By-Laws, provide for the election of officers, the 
length of term, the conduct of meetings, the determination of dues and any other matters as may 
be necessary. 
 
Article 7: Amendments 
 
Amendments of the Constitution may be proposed and adopted by the following manner: 

a. By proposal for an amendment at a regular Board meeting. 
b. By proposal for an amendment at a regular Chapter meeting by any member. 

Ratification and adoption of the amendment shall be by a two-thirds majority vote of the full 
Board, a quorum being present at a Board meeting designated for that purpose.  If a proposal for 
an amendment is made and adopted in accordance with this Article 7 the same shall be published 
and made known to all Chapter members through the Chapter newsletter. 
 
Article 8: Fiscal Year 
 
The Fiscal year for the Chapter shall begin  _____________. 
 

 
 
 
 

                                                                        Model Chapter Bylaws 
 
 
Article 1:  Officers, Directors, and Chairman 
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Section 1:  Officers 
The duties of the officers shall be the usual duties pertaining to these offices.  The officers shall 
constitute the Executive Committee of the Chapter, which shall have authority to carry out the 
business of the Chapter between meetings of the Board.  They shall also perform such other 
duties as may be assigned to them by a majority vote of the full Board.  General duties of the 
officers shall include but not be limited to the following: 
 
President: 
The President shall provide active and responsible leadership to the Chapter. The President shall 
conduct regular meetings of the Board and the membership.  He/she shall coordinate activities of 
the other officers and Directors, and appoint members to Regular or Special Committees.  The 
President shall be the chair of the Executive Committee and an ex-officio member of all 
committees except the Nominating Committee. 

 
 
 

Vice-President: 
The Vice-President shall serve as Program Chairman and make all necessary arrangements for 
programs of membership meetings.  The Vice-President shall serve in the capacity of President 
in the absence of the President. 
Secretary: 
The Secretary shall record the minutes of the Chapter Board and membership meetings.  The 
Secretary shall maintain all previous Chapter minutes and incorporation documents.  Secretary 
shall oversee the Chapter’s correspondence including Chapter Highlights to NAWCC 
BULLETIN 

 
Treasurer: 
The Treasurer shall be responsible for all Chapter funds, maintaining checking and saving 
accounts as directed by the Board.  The Treasurer shall pay all normal operating expenses and 
other necessary expenses as directed by the Board. The Treasurer shall make regular reports to 
the Board and an annual report to the members.  Treasurer shall collect entrance fees at 
membership meetings. 
 
Section 2:  Immediate Past President 
The Immediate Past President shall be a voting member of the Board and chair the Nominating 
Committee.  In addition to his other duties the Immediate Past President shall conduct an audit of 
the Treasurer’s Report. 
 

Section 3:  Directors  
Directors are appointed by the Board and shall include but not be limited to the positions 
described in this Section 3.  The duties of the Directors shall be determined at the beginning of 
each administration as agreed upon by the Board.  These duties may include, but are not limited 
to: 
 
Mart Director 
The Mart Director shall supervise and conduct all activities of the Mart.  The Mart Director shall 
ensure all activities are confined to horological items. 

 
Membership Director 
The Membership Director shall be charged with conducting all membership activities including 
solicitation of members, the welcome of new local members and guests, the collection of dues 
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and the maintenance of membership records.  The Membership Director shall also prepare labels 
for monthly newsletter. 

 
Publicity Director 
The Publicity Director shall be charged with providing general information and publicity 
concerning the Chapter, its members and their collections to newspapers, magazines, and radio 
and television.  The Publicity Director shall act as Chapter Photographer or arrange for a 
photographer and provide photographs of Chapter activities to the Secretary for NAWCC 
BULLETIN. 
 
 
 
 
 

Section 4:  Chairman 
The President may appoint specific chairman at any time as may be required for the welfare of 
the Chapter.  These chairmen may serve as advisory members of the Board, but are not voting 
members.  The chairman may include but are not limited to: 
 

Door Prize Chairman 
Exhibit Chairman 
Hospitality Chairman 
Mart Chairman 
Program Chairman 
Regional Chairman 
Security Chairman 
Webmaster Chairman 
Workshop Chairman 

 
Section 5: Compensation 
No officer, Director, or other member of this Chapter shall receive any compensation for his/her 
services to the Chapter. 
 
Reimbursement of expenses for purchases made at the request of the Chapter or to conduct 
Chapter business as authorized by these Bylaws or by the Board may be obtained by submitting 
an expense statement with all receipts submitted to the Treasurer.  Expenses incurred by the 
Treasurer may be reimbursed on approval by the President or Officers. 
 

Section 6: Term of Office 
The term for office for Officers and Directors shall be two years.  No member shall serve more 
than six consecutive years (three terms) in any one office.  Any Director position is considered 
an office.  Officers and Board members shall commence their duties after adjournment of the 
meeting at which they are installed. 
 
Article 2:  Board of Directors 
 
Section 1:  Composition 
The Board of Directors (Board) of the Chapter shall consist of the Officers, Directors, and the 
immediate Past President 
 
Section 2:  Duties 
The Board shall be the governing authority of this Chapter.  The Board may delegate to the 
elected officers any special duties and assignments.  The Board shall have final decisions in all 
disputed matters, subject to ratification by membership.  The Board shall be the custodian of any 
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and all property of the Chapter.   The Board shall have full and final authority to determine all 
questions of policy not otherwise provided for in the Constitution and By-Laws. 
 
Article 3:  Meetings and Elections 
 
Section 1:  Time and Place 
Membership meetings shall be held at regular intervals as established by the Board.  The Board 
may also designate special meetings as needed.  Members shall be sent notices of all membership 
meetings in sufficient time to encourage good attendance.  The Board shall hold separate 
meetings to plan and organize Chapter activities in order to effectively manage the Chapter.  
These meetings should be open to interested Chapter members and should be posted in the 
newsletter. 
 
Annual elections shall be held on a designated month, and installation of officers shall be done at 
the next regular Chapter meeting. 
 
Section 2:  Nominations 
A nominating committee of three members appointed by the Board and chaired by the immediate 
Past-President shall place in nomination the names of candidates proposed for each vacant office 
at a designated membership meeting.  Other nominations may be made by any member from the 
floor.  Whenever possible, at least two candidates shall be nominated for each vacant office 
subject to the limitation of willingness to serve. 
 
Section 3:  Elections 
An election ballot shall be published in the designated newsletter.  The vote shall be taken by 
secret ballot.  Ballots may be delivered to the Nominating Committee at any time prior to 
designated date. Ballots must contain the voter’s NAWCC number.  Each member is entitled to 
one vote.  The candidate receiving the majority of votes shall be declared to that office. 
 
Section 4:  Vacancies 
Should a vacancy occur in any office, the Board shall appoint a successor to fill the unexpired 
term. 
 

Article 4:  Quorum 
 
Section 1:  Membership Requirement 
At any meeting of the Chapter, twenty members shall constitute a quorum for the transaction of 
business. 
 
Section 2:  Board Requirement 
A majority of the full Board shall constitute a quorum for the transaction of business. 
 

Article 5:  Membership and Guests 
 
Section 1:  Membership 
A Candidate may be admitted to membership of the Chapter provided (1) he/she is a member in 
good standing of NAWCC and (2) has paid current dues as specified from time to time by the 
Board.   Dues are payable on January 1 of each year.  Members who are delinquent after April 1 
shall be dropped from active membership and will not longer receive the Chapter newsletter.  
Membership shall be denied or revoked only upon a two-thirds majority vote of the full Board.  
Such decisions may be appealed to general membership at any Chapter meeting; a majority of 
votes cast (quorum applies) will be sufficient to restore membership.   
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Section 2 – Guests 
Guests are welcome to any meeting of the Chapter except special meetings for which the Board 
has directed otherwise and members have been advised in writing in advance of the meeting.  
Guests, including NAWCC members from other Chapters and spousal mates or significant 
others, are permitted to participate in the Mart in accordance with the NAWCC National Friends 
and Family Policy, when adopted by the Chapter.  An individual may be limited to guest status 
on three occasions only. 
 
Section 3:  Honoree Lifetime Membership 
An Honoree Lifetime Membership may be granted by a majority vote of the full Board to 
individuals who, in the opinion of the Board, have advanced the goals of the Chapter in an 
exemplary manner, and further provided the individual understands that he/she must maintain 
his/her membership in the NAWCC to retain the Honoree Lifetime Membership in the Chapter.  
The Honoree Lifetime Membership has all the benefits and privileges of Chapter membership at 
no cost to the honoree. 
 
Article 6: Amendments 
 
Amendments of these Bylaws may be proposed in the following manner: 

a. By proposal for an amendment at a regular Board meeting. 
b. By proposal for an amendment at a regular Chapter meeting by any member. 

Ratification and adoption of the amendment shall be by a two-thirds majority vote of the full 
Board, a quorum being present at a Board meeting designated for that purpose.  If a proposal for 
an amendment is made and adopted in accordance with this Article 6 the same shall be published 
and made known to all Chapter members through the Chapter newsletter. 
 
 
 
 
Chapter Operations Manual 
Approved by the Board of directors on……………… 


