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GROUP GUIDELINES 
 

PURPOSE  
 
The constituent associations, special interest groups and area clubs exist to provide an important 
connection to the University of Houston and to establish a mutually positive relationship between 
the University and its alumni. 
 
The expectation of a chartered group is to maintain an active calendar of meaningful activities and 
solicit members throughout the year. 
 
Specifically, constituent associations, special interest groups and area clubs should exist to: 
 

1.   Bring alumni in their respective college, region/county, interest group or    
      corporate setting together for activities such as social, networking and academic    
      enrichment.  
2.   Promote the interests and welfare of the university and its alumni.  
3.   Plan alumni activities that have the best interests of the university in    
      mind. 
4.   Increase membership within the University of Houston Alumni Association. 

 

EXPECTATIONS 
 
The relationship between the University of Houston Alumni Association and its constituent 
associations and area clubs is one of mutual support and cooperation as each works toward 
accomplishing common goals. Though specific constituencies work for a specific benefit of the 
individual colleges and area clubs, etc., all alumni work for the benefit of the University of Houston as 
a whole. As affirmed in the mission statement adopted by the UHAA Board of Directors and Alumni 
Presidents’ Council, “To serve and support the University of Houston and its alumni and students” is 
our uniting goal.  
 

 All groups’ board members must be active dues-paying members of the UHAA 

 Groups should develop an aggressive membership recruitment program and promote 
membership within their organization. 

 Updated board lists are required to be received by August 31. 

 Alumni groups should communicate frequently with UHAA. Following the election of new 
officers or changes to the board, the group should promptly file an updated board list with 
UHAA 

 The President of each group should attend Presidents’ Roundtables and President Council 
members are requested to attend two meetings per year; which usually fall in September 
and April 

 Alumni groups should submit a calendar of planned activities for the year, including board 
meetings and general events. A strategic calendar of activities for the year should be 
submitted by October 15 
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 Minutes and agendas from each board meeting should be sent to the UHAA (Coordinator of 
Reservations). The Secretary or designee of each group should submit reports no later than 
1 week after their board meeting  

 Associations/clubs should develop practices that promote high visibility of alumni within 
individual colleges/schools and affinity groups 

 Each group is required to maintain/update their own UHAA Web site information  

 Alumni groups must hold at least one general function annually 

 Each group is responsible for event, program, and meeting assignments to cover all aspects 
of that activity (i.e., registration, date of event, caterers, decorations, speakers, media, etc.) 

 All associations/clubs should adhere to Bylaws as chartered 

 Bylaws must be regularly reviewed by each alumni group's board to ensure its operations 
are in compliance with UHAA's Bylaws and standards 

 UHAA board policy requires each group to hold an annual meeting and elections between 
May and August of each year 

 

GROUP STRUCTURE AND OFFICERS 
 
The University of Houston Alumni Association seeks to establish a standard structure for all of its 
constituent associations and area clubs. While some groups follow the standard structure, others 
may augment the format due to the location and/or size of their chartered group. The structure for 
most groups is: 
 

1. Officers: Chartered groups typically have a president, vice president, and treasurer. Many 
groups have decided to add two additional officer positions to their structure; a membership 
chair and a Web administrator/communications chair.  

2. Meetings: Chartered groups should have regular board and planning meetings. These can 
take place monthly, quarterly or semi-annually. It is suggested to meet on a bi-monthly basis 
and regular committee meetings are encouraged. 

3. Events: Chartered groups should have at least two different types of programs or events 
each year.  

 
The primary responsibility of chartered groups rests with the group’s officers. Oftentimes, the 
success of the group depends on the vision of its officers. To be elected by your group is an honor 
and a huge responsibility. We recommend that no alumnus serve more than two consecutive years in 
any one position. Rotation of officers prevents burnout, and allows for new ideas and promotes 
greater ownership by alumni. To hold an office within the UHAA and its clubs and constituent 
associations, individuals must be a UH alumnus and hold membership in the University of Houston 
Association. 

 
President 
 
The primary function of the president is to lead the overall operations and programs of the alumni 
group. At the beginning of his/her term, the president should identify the following: 1) the group’s 
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goals and objectives for the year; 2) the committee structure; and 3) the most opportune time to 
hold board meetings to achieve optimal attendance. 
 
In most constituent associations and area clubs, the president is the make-or-break leader in the 
organization. It is a very time-consuming post that unquestionably calls for great imagination, vision, 
initiative, and a keen ability to share and delegate responsibility. This position is the gateway to 
ensure a successful and productive year. In his or her post, the president should: 
 

 Preside over all board and general meetings 

 Work closely with the board to establish and achieve the group’s goals 

 Encourage membership growth in all activities 

 Call board meetings as needed, and execute policies and procedures as directed by the board 

 
Vice President 
 
The role of the vice president is primarily preparatory. The person in this position should pay 
particular attention to the inner workings of their constituent/club group to ascertain what to expect 
when his/her term as president commences. In addition, the vice President should: 
 

 Perform all duties of the president if he/she is absent or unable to perform his/her duties 

 Attend all board and general meetings 

 Coordinate and disseminate information about UHAA to potential new members  

 Ensure that all board members hold membership in UHAA 
 

Secretary  
 
Much more than a record keeper, the secretary of the group is also the communicator. To effectively 
perform this role, he/she must not only prepare the information, but also assist the president in its 
dissemination to the board, group members and the UHAA. The primary duties involved include: 
 

 Update monthly board agendas 

 Take board meeting minutes  

 Update board members’ contact information for fellow members and the UHAA office 
personnel 

 
Treasurer 
 
Like the secretary, the treasurer is a communicator as well. To effectively perform this role, he/she 
should not only prepare the information, but must also assist the president in its dissemination to 
the board, group members, and the UHAA. The primary duties involved include monthly 
maintenance of financial reports and budget updates for activities and events. The treasurer is also 
responsible for the collection and deposit of monies generated by any special event and/or 
fundraiser.  
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Board of Directors 
 
There are infinite roles that the board of directors of a chartered group can play. However, the most 
important one is in preparing for an officer position. UHAA highly recommends that the leadership 
positions be awarded to those already on the board. In addition, board members should support and 
assist the officers whenever needed by: 
 

 Providing input and feedback on goals, objectives, and planning; 

 Chairing or serving on committees to help plan and implement programs  

 Assisting in the solicitation of new members and new leadership 

 
President’s Council UHAA Board Position 
 
As a result of vote by UHAA board presidents, the presidents’ council chair is selected to serve on the 
UHAA Board of Directors for two years. By providing a communication report about UHAA board 
activities, the primary role that this person plays is that of liaison to the UHAA board and its 
constituencies. However, the constituent association representative should also: 
 

 Serve as an ex-officio member of the alumni group's board of directors 

 Chair or serve on at least one UHAA committee 

 Chair the Presidents’ Council and roundtable meetings 

 Provide input to the alumni group's nominating committee 

 
BOARD PARTICIATION 

 Historically, the best people to serve on a board have busy personal and professional lives. 
Board meeting agendas and general functions should merit their attention, but should be 
organized and to the point 

 Complex issues and projects should be addressed by committees to broaden participation 
and, more importantly, to focus board meetings on making decisions on an informed and 
timely basis 

 Board meetings should be held often enough to conduct meaningful business and to 
maintain the interest of directors 

 Agendas, minutes and lengthy meeting reports should be distributed in advance of board 
meetings 

 Well planned and executed board meetings should not normally exceed one and one-half 
hours in length. Future attendance will be adversely affected if meetings are long and 
unproductive  

 Each board member must have a specific leadership responsibility within the group. 
Remember, "Use them or lose them."  

 While the best boards seem to govern by consensus, board members should not be timid 
about addressing issues 
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 Board members who do not participate should be asked to resign until such time that their 
priorities permit greater participation. Otherwise, the entire board's morale may suffer 

 There should be term limitations for all directors to prevent boards from becoming stagnant 

 The board should have an infusion of new members annually. At least one-fourth of the 
board should be new people each year 

 Bylaws should be reviewed periodically to ensure that the board is functioning accordingly 

More Success Tips: 

 
 Lead by example. A good attitude towards your association’s/club's overall goals is 

contagious 

 Encourage attendance in UHAA-sponsored leadership seminars. By requiring that board 
members attend a conference, your group will benefit in many ways including: learning 
historical/pertinent information about UHAA, leadership skills enhancement, team-building 
opportunities, bonding among fellow alumni, etc. 

 Develop a group of which your board and members will be proud. Each association/club 
should have a "newcomers welcome" goal that must first be demonstrated by the board to 
ensure the life and prosperity of the association/club
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BOARD MEETING AGENDA (SAMPLE) 

 
__________________________________________________ 
        ALUMNI ASSOCIATION/CLUB’S NAME 
 
Date: 
 
Time: 
 
Location: 
 
1. CALL TO ORDER 
 
(Secretary: Distribute an attendance sheet) 
 
(President: Is there a quorum?) 
 
2. APPROVAL OF MINUTES 
 
(Secretary: Distribute last meeting's minutes--preferably one week prior to meeting. Do not read 
during meeting.) 
 
3. APPROVAL OF FINANCIAL REPORT 
   (Treasurer: Distribute current financial reports.) 
 
4. OTHER REPORTS 
 

a. UHAA Report (Update on the organization's activities.) 
b. University or College Report 
c. Officer's Reports 
d. Membership Report 
e. Committee Reports 
f. President's Report 

 
5. OLD BUSINESS (List items) 
 
6. NEW BUSINESS  
 
7. ELECTION OF OFFICERS AND BOARD MEMBERS (IF APPLICABLE.) 
 
8. COMMENTS/ANNOUNCEMENTS (SET DATE FOR NEXT MEETING.) 
 
9. ADJOURNMENT 
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TIPS FOR SUCCESSFUL MEETINGS 
 

 Meetings should not exceed more than 1 ½ hours; time is your most precious 
commodity 

 Agendas should be forwarded to Board members and any special guests prior to the 
meeting 

 Give time limits for each agenda item 

 Any specific committee items should be discussed in separate committee meetings 

 E-mail minutes in advance of the board meeting. Never read minutes in the meeting 

 Meeting reports should be completed after every meeting and sent to the 
Coordinator of Reservations within 48 hours 

 Minutes are required of each group and should be submitted to the Coordinator of 
Reservations 

 Reports should include updates since last meeting; review and vote on last 
meeting’s minutes; treasurer’s report; discuss upcoming events/programs; and 
membership goals 

 Board meeting should be for Board business. Let the committees do their work and 
report back to the board 
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ANNUAL MEETINGS AND ELECTIONS  
 

Chartered groups of the University of Houston Alumni Association (UHAA) are required to schedule, 
plan, and implement an annual meeting to be attended by their members each fiscal year.  
 
To coincide with UHAA’s administrative year, terms of office run from September 1st through August 
31st. It is highly recommended that officers serve no more than two (2) executive terms in a particular 
office. The annual election meeting agenda must include: 
 

 Formal announcement of election of officers 

 A report of the group’s activities for the past year 

 Plans for the administrative year 

 

ELECTION PROCEDURES 
 

In March or April, a nominating committee should be appointed to secure a slate of officers 
for the administrative year. 
 

Recommended Checklist: 
 

 Appoint a nominating committee 

 The Nominating Committee should consist of at least three (3) members of the Board of 
Directors 

 Ask Board of Directors for nominations of individuals who might be excellent candidates for 
available positions 

 Order a membership list from UHAA and contact individuals who have been identified at 
earlier activities to measure their interest in serving on the board 

 Mail or e-mail an announcement about your annual election (or meeting/retreat) and board 
nomination procedure, and then follow up with individuals who express interest in the board 

 Prepare a slate of officers and board nominations to be elected by the board and general 
membership (May/June) 

 Check the membership status of all current board members.  All board members are required 
to be current annual or life members of the UHAA. 

 Hold elections at annual meeting (May - August) 

 Overall format for annual meetings may vary according to each group’s agenda. UHAA 
suggests that a program be planned in conjunction with the annual meeting. A “business 
meeting” is not as attractive to most people. The group should select an attractive location, 
such as a private club, hotel, restaurant, or a board member’s home in which to hold the 
meeting. A portion of the meeting should be fun and engaging 
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SAMPLE NOMINATION FORM 
 

 
Name: 
 
Address: 
 
Phone:         
 
Email: 
 
Degree and Graduation Year: 
 
 
I would like to nominate ____________________________________ for the following 
position of the ____________________________________________. 
 
 
Area Club or Constituent Association (may self-nominate): 
 

 President 

 President-Elect 

 Vice President 

 Secretary 

 Treasurer 

 Constituent Director 

 Board Member 

 Legislative advocacy representative 

 Membership representative 
 
 
 
 
 
 
 
 
 
 
 
Signature:  ______________________________________________      Date:  ________________ 
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SAMPLE ELECTION BALLOT 
 

 
Once nominations are taken, the Nominating Committee of the chartered group produces a 
slate of officers that can either be accepted in its entirety or have exceptions noted. Ballots 
can either be distributed at the Annual Election Meeting or prior to the meeting via the mail 
(with deadline date noted). The following is a sample ballot: 
 
The ________________________________ Nominating Committee respectfully submits the 
following candidates for election: 
 
[Names and positions listed] 
 
 
VOTING OPTIONS: 
 
 
 I vote for the proposed slate for the _________________________________ Board of 

Directors. 
 
 
 I vote for the proposed slate, with the exceptions noted: 
 
 
President: 
 

President-Elect: 
 

Vice President: 
 

Secretary: 
 

Treasurer: 
 

Board Member (s):  
 
 
 I abstain from voting for the presented slate. 
 
 
 
 
Signature: ____________________________________________ Date: _________________ 
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SAMPLE BYLAWS/STARTING A CORPORATE CLUB 
 
UHAA has included these sample Bylaws for application of new clubs or associations. Once drafted, 
the Bylaws are subject to adoption by the club or association and may be amended by board vote. 
Each chartered club's or association's secretary should keep a copy on file. A permanent copy of the 
adopted Bylaws must be sent to the University of Houston Association. 

 

ASSOCIATIONS/CLUBS SUGGESTED BYLAWS  
 

The suggested Bylaws are for providing a flexible structure for new area clubs 
and associations. They can be amended and are subject to adoption by the club 
or association.  A permanent copy of the adopted Bylaws should be sent to the UH Houston 
Alumni Association and the club’s or association’s secretary should keep a copy 
on file. 

  
BYLAWS 
of the 
__________________________________________ 
Chapter of the University of Houston Association 
 

Article I - Name 
The name of the association is the 
_________________________________________________ 
of the University of Houston Association, hereafter referred to as the "Club or Association." 
 

Article II - Purpose 
This (Club or Association) is organized to strengthen the relationship of alumni 
of the University of Houston and to advance the interest and promote the welfare of the University 
of Houston. 
 

Article III - Membership 
All graduates, former students, and friends of the University of Houston are eligible for membership. 
 

Article IV - Board of Directors 
Section 1 - The governance of the (Club or Association) and the direction of its activities shall be 
vested in the Board of Directors, all of whom must hold Active Membership in the University of 
Houston Association. 
Section 2 - The Board of Directors shall be comprised of the Officers, the Immediate Past President, 
and members elected at-large. The Board shall consist of at least eight (8) members and shall not 
exceed twenty five (25) in membership. 
Section 3 - The Board of Directors shall have the power to fill all vacancies. 
Section 4 - The Board of Directors shall hold a minimum of two (2) meetings per year at such time 
and places as a majority of the directors may from time to time decide. 
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Section 5 - Special meetings of the Board of Directors may be called by or at the request of the 
President or any five (5) Directors. Written notice of any special meeting of the Board of Directors 
shall be given at least five (5) days in advance of the meeting date. 
Section 6 - A majority of the Board of Directors shall constitute a quorum for the transaction of 
business at any meeting of the board. 
Section 7 - The act of a majority of the Directors present at a meeting at which a quorum is present 
shall be the Act of the Board of Directors, unless the act of a greater number is required by these 
Bylaws. 
Section 8 - The Board of Directors, in its sole discretion, may designate certain persons as ex-officio 
or honorary members of the Board without the privilege of making motions or voting. 
 

Article V - Officers 
Section 1 - The officers of the (Club or Association) shall consist of the President, Vice President, 
Secretary, Treasurer, Immediate Past President, and any other officers the Board of Directors shall 
deem necessary.  Their duties shall be those customary to such offices and those that may be 
prescribed by these Bylaws and by the Board of Directors. 
Section 2 - The President shall be the principal executive officer of the (club or association) and shall 
preside at all meetings of the Board of Directors and the general membership. 
Section 3 - The Vice President shall perform the duties of the President in the absence or disability of 
the President. If the office of President becomes vacant, the Vice President shall become President 
for the unexpired term. 
Section 4 - The Secretary shall keep the minutes of all Board of Directors meetings, direct the mailing 
of meeting notices and general membership functions, maintain the official membership roster, and 
record the (Club or Association) history. 
Section 5 - The Treasurer shall supervise all receipts and expenditures and shall be in charge of 
financial arrangements for all meetings, programs, and events. 
 

Article VI - Meetings 
Section 1 - There shall be at least one annual meeting or event hosted in your area each year between 
May 1st and August 31st to introduce the new officers and Board of Directors to the general alumni 
population.  Failure to comply with this provision shall make the (Club or Association) charter subject 
to revocation by the University of Houston Association. 
Section 2 - It shall be the policy of the (Club or Association) to hold meetings of the general 
membership when necessary. The meetings shall be held at such time and place as shall be 
determined by the President with the approval of the other officers. 
Section 3 - The University of Houston Alumni Association office shall be notified, and all (Club or 
Association) members shall be mailed ample notice of time, place, and purpose of the meeting. 
 

Article VII - Nominations, Elections, and Terms of Office 
Section 1 - The Nominating Committee shall consist of at least three (3) members of the Board of 
Directors. The Nominating Committee shall prepare a slate of Board and Officer nominees and shall 
make a report to the Board of Directors by August 1st of each year. Additional nominations may be 
made by Directors at the Board of Directors election meeting. 
Section 2 - The President shall call a meeting of the Board of Directors for the purpose of electing 
directors and officers prior to September 1st of each year. 
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Section 3 - The names, addresses, and telephone numbers of the Directors and Officers elected shall 
be submitted to the University of Houston Alumni Association within ten (10) days after the date of 
the election. 
Section 4 - The term of office for the Board of Directors and Officers shall be September 1st through 
August 31st of each year. 
Section 5 - The President may not serve more than two (2) consecutive terms of office. He or she 
may be re-elected as President two years after his or her second term is completed. 
 

Article VIII - Fiscal Year 
The fiscal year of the Club or Association shall begin on the first day of January and end on the last 
day of December of each year. 
 

Article IX - Amendments 
Section 1 - These Bylaws may be amended by a two-thirds (2/3) vote of the Directors present at any 
meeting of the Board of Directors if at least five days (5) written notice is given of intention to 
amend the Bylaws at such meeting. 
Section 2 - Amendments to these Bylaws shall be subject to review and approval of the University of 
Houston Alumni Association Bylaws Committee. 
 

Article X - Conformity 
Any direct conflict between these Bylaws and the University of Houston Association's Bylaws shall 
result in only that portion which is in conflict with the Alumni Organization Bylaws being declared 
null and void. The remainder of these Bylaws shall remain in force. 

 
STARTING A CORPORATE NETWORK 
 

There a number of organizational steps that offers the best opportunity for a corporate network to 
be successful. They are as follows: 

  

STEP ONE:   Contact Human Resources Office Within Targeted Company 

 Association/Club representative contacts the Human Resources 
Department within the company to ensure that there are at least 
250 UH alumni who are employees 

 
STEP TWO:  Identify Potential Leaders  
 

 Schedule a meeting with the highest ranking UH alumni within 
company to garner support and buy-in on formulating a corporate 
club 
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STEP THREE:   Advise High Ranking UH Alumni To Call an Interest Meeting  
 

 Advise company officials to invite UH alumni to a meeting to be 
held at the company to introduce the concept  

 UHAA representative should be in attendance 
 

STEP FOUR:  Attend Organizational Meeting 
 

 Elect board/officers or appoint chairperson 

 Adopt Bylaws 

 Sign a charter petition 

 Discuss the first general function 
 

STEP FIVE:    Follow Up With Company 

 Secure a roster of the group’s officers and directors with the signed 
charter petition and the adopted bylaws 

 Submit charter petition to UHAA board for approval 
 
STEP SIX:    Kickoff Party To Be Hosted by Company 

 Invite all alumni within company 

 Consider having a program of key officials with the company, 
university, and UHAA 

 
STEP SEVEN:   Provide Leadership and Guidance To Company Board 

 Remain apprised of network’s goals and activities 

 Provide UHAA staff support as needed




