Request for Proposal
Association Management Services
National Association of Government Archives and Records Administrators
(NAGARA)
https://nagara.org/

PROPOSAL CALL DATE: May 2, 2022
PROPOSAL QUESTIONS DUE: May 13, 2022
PROPOSAL CLOSE DATE: May 31, 2022
PRIMARY CONTACT: Patricia Franks, President patricia.franks@sjsu.edu
SEND ELECTRONIC PROPOSAL TO: Patricia Franks, President patricia.franks@sjsu.edu

INTRODUCTION
The National Association of Government Archives and Records Administrators (NAGARA) is
seeking proposals from qualified individuals and organizations for Association Management
(Executive Director) services. The following Request for Proposals (RFP) describes the areas
of expertise that are sought in support of NAGARA meetings, activities, and administrative
tasks. The NAGARA Board of Directors will review proposals and choose the most fitting
according to the needs outlined in this document.

HISTORY OF ASSOCIATION
The National Association of Government Archives and Records Administrators (NAGARA) was
incorporated in 1984 as a professional non-profit association dedicated to the improvement of
federal, state, and local government records and information management and the professional
development of government records administrators and archivists. Members include county,
municipal, and special district governments; state agencies (state records management
programs, archives, and libraries); the National Archives and Records Administration (NARA);
federal agencies and employees; public colleges and universities; tribal governments; and
1

several provincial and institutional programs. Current association membership includes 1,379
members made up of 537 individual memberships and 205 institutional memberships that bring
842 of their staff into the association. NAGARA has members in all 50 United States, the
District of Columbia and Puerto Rico, as well as international members in four Canadian
Provinces, India, Ghana, Hong Kong, and the United Arab Emirates.

MISSION & VISION OF ASSOCIATION
NAGARA is committed to:
• ensuring authenticity, integrity, and trustworthiness in the creation, distribution, use
and storage of records, regardless of format;
• encouraging appropriate preservation, protection, retention, and disposition of both
archival and non-permanent records;
• promoting best practices and principles for accountability and transparency in public
recordkeeping;
• advocating for, among other issues, sustainability and accessibility in both archival
and non-permanent public records programs; and
• fostering education for professionals and maturity for programs in these practices
and principles.
NAGARA passionately supports the role of professional government recordkeeping in
safeguarding citizens’ rights and responsibilities in our democracy and holding civil servants
and public officials, both elected and appointed, accountable through the active, inactive, and
historical records of government. As an association, NAGARA is dedicated to upholding the
ethical standards of accountability, professionalism, expertise, and neutrality in recordkeeping
practices. As a body of members, NAGARA seeks to create an equitable, welcoming, inclusive,
and culturally competent organization.

RELATIONSHIP TO OTHER RELATED ORGANIZATIONS
NAGARA values working with its partners and allied organizations also involved in archival and
records management endeavors, including the Academy of Certified Archivists (ACA), Institute
of Certified Records Managers (ICRM), Information Governance Professional (IGP) Board,
Council of State Archivists (CoSA), ARMA International, Association for Information and Image
Management (AIIM), Society of American Archivists (SAA), International Institute of Municipal
Clerks (IIMC), Regional Archival Association Consortium (RAAC) and the National Coalition for
History (NCH).

STATE OF THE ASSOCIATION

NAGARA is financially healthy with solid reserves and a growing membership. The Association
made a quick pivot from the 2020 annual conference to a series of online forums in 2020 and
2021. This provided NAGARA the opportunity to increase financial reserves while maintaining
services to members.
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NAGARA offers its members a wide range of benefits, both in-person and virtual. These
benefits include an annual conference in July, a minimum of 12 monthly webinars, annual
online forums, in-person regional forums, virtual community chat forums, an online professional
resource library and the Government Archives and Records Administrator (GARA) Certificate
program. The work of the Association is driven by volunteer committees and guided by the
Board of Directors. Committees include Advocacy, Awards, Communications, Membership,
Professional Development, and Racism, Equity, Accessibility, Diversity & Inclusion (READI).
NAGARA’s Annual Awards Program celebrates members and member institutions for
Distinguished Service, Program of Excellence, Emerging Leader, and excellence in Racism,
Equity, Accessibility, Diversity & Inclusion (READI). NAGARA offers a paid internship program
which pairs a student engaged in the study of archival, information, or records management
studies with a mentor member institution. NAGARA also offers travel scholarships to first-time
annual conference attendees.

NAGARA’S FUTURE GOALS
Inclusion of More Diverse Members
In the last few years, the demographic of NAGARA’s membership has shifted from a majority of
state and regional government records professionals to a broad mixture that includes federal
agencies outside of the National Archives, higher education, and increasing numbers of local
government members. This growth has created greater diversity and benefits all members, but
there are membership areas that NAGARA aspires to reach, including special government
districts, tribal governments, and students.
Enhance Professional Development Offerings
While NAGARA has a robust menu of professional development offerings, it is a challenge to
keep the content fresh, especially after two years of all online training. Currently, NAGARA does
not pay speakers and operates under a “members teaching members” model. This enhances
the sense of community and networking that brings added value to our membership while
meeting their needs to stay current on best practice. NAGARA would prefer to continue to
identify more members who are willing to share their knowledge and experience rather than
having to solicit outside presenters.
Continuity of Institutional Knowledge
The Board of Directors has faced challenges as NAGARA membership grows and the breadth
of work increases to sustain continuity of institutional knowledge in leadership positions.
Ensuring the transfer of association-related knowledge and documentation between terms is a
critical issue for the long-term success of the association.
Maintain Innovation for Member Services
Records and information professionals are constantly challenged to maintain the most current
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technology available in our daily work. As such, the Association is also dedicated to staying
abreast of innovative technology that will strengthen services to members, including but not
limited to enhancing the Association annual conference with innovative technology, offering
inventive membership benefits year-round, virtual education, and membership feedback
opportunities.
Establish Sustainable Financial Investments
The current financial position of the Association is stable, but there is a need to establish a
sustainable fund that will anchor NAGARA’s financial future with annuity or other investment
income.

DESCRIPTION OF LEADERSHIP STRUCTURE
The Executive Director oversees the administration of NAGARA business with Board and
Committee support.
The Executive Committee offers guidance and support to the Board of Directors. The Board of
Directors is led by officers and representatives elected from the membership. Committees of the
association are advised and supported by the Board of Directors.
Executive Committee:
• Executive Director
• President
• President Elect
• Vice President
• Treasurer
• Secretary
Board of Directors:
• President
• President Elect
• Vice President
• Treasurer
• Secretary
• Federal Representative (2)
• State Representative (2)
• Local Representative (2)
• At-Large Representative
Standing Committees:
• Advocacy
• Awards
4

•
•
•
•

Communications
Membership
Professional Development
Racism, Equity, Accessibility, Diversity & Inclusion (READI)

NAGARA does not have regional or local chapters at this time, although the idea has been
considered periodically. Ad hoc committees are formed at the Board of Directors' discretion.
Refer to the following appendices for more information:
o Appendix A Bylaws of the Association for full descriptions of positions
o Appendix B NAGARA's Core Values and Mission, Code of Ethics, Code of Conduct
o Appendix C Board of Directors Manual

DESCRIPTION OF MEETINGS/EVENTS/TRAININGS
Meetings of NAGARA Membership
• Annual NAGARA conference: The annual conference includes a meeting of the Board
of Directors, pre-conference professional development options and local tours,
educational and networking sessions, keynote speakers, awards luncheon, and a
Membership Business meeting. The Program Committee, with the help of the Executive
Director, solicits, evaluates, and schedules educational sessions, networking and
affinity group meetings, and vendor exhibit halls. The conference is supplemented with
evening receptions highlighting local attractions and historical places. The Association’s
coordination of the annual conference is completed in conjunction with a committee of
local members who arrange pre-conference tours, swag-bag items, and offer regional
keynote speaker recommendations to the Board. The annual conference has a
registration fee for members and non-members.
•

Regional and Virtual Forums: Theme-based educational opportunities consist of
multiple educational sessions. Sessions are selected and scheduled by the NAGARA
Professional Development Committee according to current trends in the profession and
needs of the membership. Regional forums have a registration fee for members and
non-members.

•

Monthly webinars: Online educational sessions presented by NAGARA members on
current relevant profession-related topics. Monthly webinars are considered a
membership benefit. Non-members are charged a registration fee. Monthly webinars
are recorded, saved to the webinar archives, and accessible at no cost to members.

NAGARA Leadership Meetings
• Board of Directors Meetings: Monthly via tele meeting.
• Executive Committee Meetings: As needed via tele meeting.
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•

Committee/Sub-Committee Meetings: As needed at the discretion of the Committee
Chair via tele meeting.

SCOPE OF SERVICES
Association Management Services will include prompt, comprehensive, and accurate support of
the following activities while maintaining focus on innovative responses to unexpected
challenges.
1) General Office
a) provide best-in-class customer support to NAGARA’s membership and partners.
b) provide front-line support to all incoming e-mail and phone inquiries.
i) phone hours (9:00 AM to 5:00 PM Eastern);
ii) respond to voicemails within 4-6 business hours;
iii) respond to emails sent to (info@nagara.org) within 4-6 business hours;
iv) manage/respond/receive/distribute mail & deliveries; and
v) live meeting support, as necessary.
2) Administration, Board, Committee Management & Support Services
a) coordinate and manage Board and Committee relations, arrange Board and
Committee meetings via conference call or videoconference, oversee and
facilitate Committee work and communications;
b) maintain the Association bylaws, business documents and licenses, and all other
historical information;
c) facilitate, advise, and manage the work of the Association’s standing and special
committee chairs;
d) prepare and submit the Association's filings required by Federal or state law.
e) provide expert, professional, and timely consulting and leadership to the
Association's Board of Directors and Committee Chairs;
f) provide monthly management reports of key metrics and activities performed on
behalf of the Association over the previous month; and
g) retain and dispose of paper and electronic Association records in accordance
with a retention and disposition policy approved by the Board of Directors.
Annually transfer records to the Association’s archives at the Texas State Library
and Archives Commission.
3) Accounting and Financial Services
a) complete all general ledger accounting;
b) coordinate the year-end closing;
c) coordinate with the Association’s contracted auditor for all prescribed or biannual financial audits;
d) manage all account reconciliations monthly;
e) maintain and update the association’s accounting policies & procedures;
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f) manage accounts payable and accounts receivable;
g) manage bank accounts and bank services, including credit cards and online
banking;
h) manage, process, and oversee all association financial transactions, including
receivables (member dues, event registrations, sponsorship income, donations,
etc.) and payables;
i) prepare financial statements and submit them to the Board of Directors for
review/approval monthly (prior to their monthly meeting);
j) prepare invoices and process annual dues renewal statements;
k) utilize an accrual accounting-based system to manage budgeting and financial
manners;
l) work with the Association’s elected Treasurer (and/or other appointed
representatives) to prepare the annual budget; and
m) write checks; make payments; handle electronic fund transfers.
4) Communication and Marketing Services
a) work with the Communications Committee Chair to create and maintain an
annual communications and marketing schedule.
b) update and maintain the Association’s calendar of events.
c) create and manage marketing pieces for all general communications and
Association event notifications;
d) design and create custom marketing materials for each online seminar and
event;
e) maintain regular and appropriate communication with the Association’s
stakeholders (leaders, volunteers, members, partners, sponsors, etc.) about
announcements, upcoming programs, events, and service offerings;
f) post announcements, articles, minutes, publications, news, and other materials
to the Association's website and other various communication channels
(traditional and new) as needed; and
g) respond promptly and professionally to all inquiries to the Association, forwarding
all inquiries about specific NAGARA policy or issue positions to the President,
their designee, or the Board of Directors within two (2) business days of receipt.
5) Event Planning Services with the Programming Committee recommendations and Board
approval
a) identify and obtain all event venues;
b) oversee contract negotiations and sign all final agreements on behalf of the
Association;
c) manage and provide leadership to the Association's designated event chairs and
volunteers (namely the Host and Program Committees);
d) plan, prepare, manage, and execute all elements of the Association's webinars;
e) Plan, prepare, manage, and execute all elements of the Association's Annual
Conference;
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f)

Plan, prepare, manage, and execute all elements of the Association's regional
and online forums; and
g) Provide two (2) qualified in-person staff members to manage the Association's
Annual in-person events (resume with reference for the additional individual
needs to be provided to the Board prior to the event for approval/acceptance).
6) Information Technology, Software, and Website Support Services
a) maintain and manage the Association's phone;
b) maintain and manage the Association's e-mail inbox; and
c) maintain and manage the Association's software systems and licenses, including
but not limited to*: Basecamp (project management platform); Cisco WebEx
(conference calls and webinar platform); Higher Logic (listserv platform); and
iMIS100 (database, marketing, and website platform).
*List is subject to change as new software may be required to meet NAGARA’s
future goals and membership expansion.
7) Membership Support Services (with Board and Committee support)
a) execute and oversee the Association’s programs and initiatives;
b) develop, manage, and execute membership acquisition & retention campaigns;
c) fulfill all membership joins, renewals, and event registration requests;
d) maintain and update membership dues and organizational membership point of
contact information/credentials;
e) maintain the integrity and accuracy of the Association's membership information
and online membership directory information;
f) perform monthly audits of organizational membership rosters for accuracy,
archiving membership lists monthly for tracking; and
g) manage member requests and resolve membership-related issues.
8) Sponsorship and Partner Support Services
a) obtain and maintain a robust roster of corporate sponsors, event-specific
sponsors, and ad-hoc sponsorships.
b) develop and maintain a list of Association corporate and event sponsors;
c) develop the Association's annual sponsorship package and event exhibitor
packages;
d) oversee contract negotiations with vendors and sponsors and sign all final
agreements on behalf of the Association;
e) ensure complete fulfilment of all sponsorship agreements and deliverables by
both parties;
f) manage the Association’s relationships and programming with affiliated partner
organizations;
g) manage the Association’s relationships and programming with affiliated sponsor
organizations; and
h) negotiate and sign partnership and sponsorship agreements.
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Information Requested
Please provide the following information in your written proposal.
General Operations:
• Provide background and history of your organization.
• Provide a description of how you approach your work to serve your clients.
• Provide an indication of your ability to provide support for each aspect of the Scope of
Services section.
• Indicate if any services would be outsourced.
• Include a transition schedule, including added cost of the transition.
• Include a client list and references.
• Include background information and a resume on the individual you are proposing to be
the Executive Director.
• Explain other key staff’s experience in related industries and include their resumes.
• Describe the success that you have had with clients of similar size and scope as
NAGARA.
• Provide your diversity and inclusion or non-discrimination statement.
• Provide a line-item fee structure for general services and any incidental costs.
• Provide information on how you would charge for additional services outside of those
listed in the Scope of Services.
• Identify potential conflicts of interest.
Growth Initiatives:
• Explain your philosophy on the role of organizations such as NAGARA within the
association community, along with examples of how you currently engage with the
broader professional community.
• Provide examples of how you have been able to bring different communities (between
organizations or within organizations) together to advance the mission of the
organization.
• Describe a time when you brought a strategic opportunity to a client. What was the
process? What was the impact or result?
• Provide a description of how you manage your workload and how you would help the
NAGARA Board and Committees manage their workload.
Accreditation and References:
• Provide two (2) professional references for association management work in the past
five (5) years, including contact information.
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•

Provide information about your organization’s and/or staff’s accreditation, continuing
education certifications/degrees, and/or memberships in professional associations.

Selection Process
Proposals will be accepted May 2, 2022, through May 31, 2022. Proposals received after May
31 will not be accepted. The subject line should read: NAGARA Proposal for Association
Management Services.
All proposals should be submitted as a PDF document and should not exceed 15 pages in
length, inclusive of appendices and other reference material, but not including individual
resumes. Additional information beyond the 15 page submission and resumes will not be
reviewed.
A selection committee will review bid submissions and top candidates will be interviewed by the
Executive Committee. The contract will be awarded before September 30, 2022, to take effect
January 1, 2023.

Timeline
May 2, 2022
May 2-13, 2022
May 19, 2022
May 31, 2022
June 10, 2022
June 13, 2022
June 20-30, 2022
July 12, 2022
July 25, 2022
July 26-September 14, 2022
September 15, 2022
October 2-December 31, 2022
January 1, 2023

Post call for submissions
Candidates submit questions in writing
Answers to questions shared with all
candidates
Responses/Proposals Due
Finalists Identified
Finalists Notified
Finalists Interviewed by Executive Committee
NAGARA Board reviews top 3 candidates
and selects top candidate and runner-up.
Executive Committee offers award
Contract negotiations
Contract awarded and signed
Transition period
Official start date

Evaluation Criteria

Proposals will be evaluated based on the following criteria:
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•

Responsiveness and compliance with all items listed in the RFP.

•

Past performance (references; reputation; length of time in business; demonstrated
growth, improvements, or results for other clients).

•

Experience with similar organizations (type of organizations managed; size of
organizations managed; geographic scope of organizations managed).

•

Capacity of agency to meet the needs of NAGARA as outlined above (number of
employees; number of clients).

•

Demonstration of agency’s commitment to diversity, equity, inclusion and accessibility.

•

Accreditation, certifications, and other qualifications held by the organization and
employees.

•

Responses to questions asked as part of process.

•

Proposed cost of services.
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NAGARA Bylaws
Amended 07/19/2012, 07/11/2013; effective 7/19/2019
Article I – General Provisions
1. Scope of Bylaws. These Bylaws are adopted by the National Association of Government
Archives and Records Administrators (hereinafter referred to as the “Association” or
“Corporation”) to govern the general management of the affairs of the Corporation, except
where otherwise provided by the Articles of Incorporation.
2. Association Purposes. The purposes of the National Association of Government Archives
and Records Administrators are to promote an awareness and understanding of government
archives and records management programs; to encourage the continuous exchange of
information among government archives and records management agencies to improve
their programs and services; to provide opportunities for government records
administrators and archivists at each level of government to meet and discuss problems and
issues relevant to their level of government; to develop and improve professional standards
of government archives and records administration; to promote the full application,
utilization and progressive development of modern archival and records management
principles, methodology and techniques in government records administration; to
encourage study and research in problems of concern to government archival and records
administrators; and to represent the members in matters of mutual or national interest in
areas of archives and records management.
Article II - Members
Membership: The membership of the National Association of Government Archives and Records
Administrators shall consist of such persons and institutions admitted to membership in
accordance with these Bylaws.
Qualification of Members: The authority to interpret this article shall be vested in the Board of
Directors of the Association which shall determine the qualifications of members of the
Association.
1. Classes of membership. The membership of the Association shall consist of the following
categories:
A. Individual Membership. Individual Membership shall be open to archival or
records management personnel under such terms and conditions as the Board of
Directors may prescribe.
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B. Organizational Membership. Organizational Memberships shall be open to archival
or records management entities under such terms and conditions as the Board of
Directors may prescribe.
2. Annual Dues: The Board of Directors shall determine the amount of dues for each class of
membership. Dues must be paid to the Association in order for the individual or
organization to count as an active member of and receive benefits from the Association.
Article III – Meetings of the Association
1. Annual Meeting: The Association shall hold an Annual Meeting each year, at a time and
place determined by the Board.
2. Special Meetings. Special meeting for the transaction of business of the Association may
be held at the discretion of the Board of Directors, or shall be so called by it upon the
written request of members representing at least 20 percent of eligible votes. No business
shall be transacted at a special meeting which is not specified in the call for the meeting.
3. Notification of Meetings. Written notice of meetings of the Association shall be given to
all members at least sixty days before the date of an annual meeting, and fourteen days
before the date of a special meeting.
4. Quorum. A Quorum shall be based on the total number of votes eligible to be cast according
to membership categories established by these Bylaws and based upon payment of dues. A
quorum shall consist of at least one-sixth of eligible votes.
5. Voting. Decisions at annual and special meetings of the Association shall be passed by a
majority of the votes cast at the meeting. Persons with an Individual Membership shall
each cast one vote. Persons belonging to active Organizational Memberships and listed on
the organization’s membership roster at the time of the meeting shall each cast one vote.
Article IV – Elections
1. Nominating Committee. The officers of the Association shall serve as the Nominating
Committee, which the Vice President shall chair. The Nominating Committee shall make
its recommendations known to the Board of Directors and the Executive Director at least
sixty days prior to the annual meeting of the recommended candidates to succeed members
of the Board of Directors. The Nominating Committee shall make the proposed slate of
candidates known to the membership by written notice.
2. Election of Officers and Board of Directors. All Officers and Directors of the Association
shall be elected by the majority of ballots cast during the election period.

2

Article V – Board of Directors
1. Board of Directors. The management of the affairs of the National Association of
Government Archives and Records Administrators is vested in a Board of Directors of
thirteen persons who are members of the Association, and shall include:
A. The Immediate Past President;
B. The Five Officers of the Association;
C. Six elected directors, two representing state government, two representing local
government, and two representing Federal government; and
D. One elected Board member serving in an “at-large” capacity.
The Board of Directors may delegate powers to the officers, staff and committees necessary
to the administration of the affairs of the Association.
2. Terms of Members of Board of Directors. The term of office of the members of the Board
of Directors shall be two years and no member of the Board of Directors shall serve more
than two consecutive, two-year terms. The members of the Board of Directors shall hold
office from their election until their successors are duly qualified. The Board of Directors
may fill vacancies in the unexpired term of an officer or member of the Board of Directors
for a period which does not extend beyond the next annual meeting of the Association.
Time served to complete an unexpired term shall not be calculated when determining the
two-consecutive, two-year term limitation provided for in this section or in the term limit
calculations provided for in Article VIII, Section I. Any member of the Board of Directors
who shall fail to attend three consecutive meetings of the Board shall be deemed
automatically to have resigned from office and the vacancy shall be filled in the same
manner as any other vacancy.
3. Regular Meetings. Regular meetings of the Board of Directors shall be held not less than
one time between annual meetings of the Association, unless otherwise ordered by a twothirds vote of the Board present at the previous meeting.
4. Special Meetings. Special meetings of the Board of Directors may be called at any time at
the president’s discretion, or at the request of any five members of the Board.
5. Meeting Place. The Board of Directors shall meet at such places as the president shall
determine, unless otherwise ordered by the Board.
6. Notice of Meetings. Notice of regular and special meetings of the Board of Directors shall
be sent to each member with the agenda at least ten days before the date of the meeting.
Special meetings of the Board of Directors may be called by the president by telephone in
cases of emergency.
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7. Minutes of Meetings. Minutes of meetings shall be made available to active members of
the Association upon request.
8. Quorum. Seven members of the Board of Directors shall constitute a quorum for the
transaction of business.
9. Voting. Decisions at regular and special meetings of the Board of Directors shall be made
by a majority of the regular members present and voting.
10. Regulations. The Board of Directors may adopt such regulations for the government of the
Association and their own proceedings as are not inconsistent with the Bylaws.
11. Annual Meetings. The Board of Directors shall present a full report of the affairs of the
Association at each annual meeting of the Association.
Article VI – Committees of the Association
1. Standing Committees. The President, subject to the approval of the Board of Directors,
shall appoint such standing committees as the Board shall from time to time determine.
Such committees shall possess advisory powers only. Each committee shall continuously
review the need for policy changes in those matters assigned to it and shall make such
recommendations to the Board of Directors as may appear necessary and appropriate.
2. Special Committees. Special committees may be appointed by the President to study and
report on special problems; such committees shall serve until the completion of the work
for which they were appointed. Such committees shall possess advisory powers only.
Article VII – Committees of the Board
The Board of Directors may designate and appoint such committees from the membership of the
Board as it shall from time to time determine. Such committees shall consist of two or more
directors, and shall possess advisory powers only, except when authority to act has been expressly
provided by a resolution adopted by a majority of the Board.
Article VIII – Officers of the Association
1. Officers of the Association. The officers of the Association shall be a President, PresidentElect, Vice-President, Secretary and Treasurer.
A. The President-Elect and Vice President shall hold office for a term of one year from
election, except in the case of an officer who presents a resignation and insists upon
its immediate acceptance. No person shall be eligible for election in each office of
President-Elect or Vice-President for successive terms.
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B. The Secretary and Treasurer shall hold office for a term of two years from election,
except in the case of an officer who presents a resignation and insists upon its
immediate acceptance. No person shall be eligible for election as Secretary or
Treasurer for more than two successive terms.
2. President. The President shall hold office for a term of one year and shall preside at all
meetings of the Association and of the Board of Directors, appoint all special and standing
committees of the Association, and authorize calls for any special meetings. The President
shall be an ex officio member of all committees. The President-Elect shall assume the
office of President at such time that his or her successor is elected at the annual meeting of
the Association.
3. President-Elect and Vice-President. The President-Elect and Vice-President shall perform
such duties and fulfill such responsibilities as directed by the President. The PresidentElect shall preside at all meetings of the Association and of the Board of Directors in the
absence of the President. The President-Elect shall fulfill the duties and responsibilities of
the President in case of a vacancy in the office of President. In the absence from any
meeting of both the President and President-Elect, the Vice-President shall preside at all
meetings. In the absence from any meeting of the President, President-Elect, and VicePresident, the Association or the Board of Directors may elect a temporary chair.
4. Secretary. The Secretary shall keep true and accurate account of all proceedings of the
Association and the Board of Directors; shall issue notices of their respective meetings;
shall have custody of the minutes and other records of the Association and the Board of
Directors; and shall notify the appointing authority of any vacancies on the Board of
Directors. The Secretary may appoint such assistants as may be desired, subject to the
approval of the Board of Directors.
5. Treasurer. Upon the request of the Board, the Treasurer shall give bond for the faithful
performance of duties in such form and with sureties as the Board of Directors shall require.
The Treasurer shall receive all money and securities becoming the property of the
Association. These shall be deposited in such depositories as the Board of Directors shall
from time to time determine, and shall be disbursed under the authority of the Treasurer,
except as otherwise provided by the Board of Directors. The Treasurer shall keep a regular
and correct record of all receipts and expenditures in such form as the Board of Directors
may require. These records shall be open to the inspection of the Board of Directors and to
any member of the Association having voting rights for any proper purpose at any
reasonable time, and shall render a detailed report of the same, together with a statement
of the securities and all other property belonging to the Association, at the annual meeting
of the Association and at such other times as may be required by the vote of the Board of
Directors. The Treasurer shall report at each regular meeting of the Board of Directors on
the financial condition of the Association.
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The fiscal year of the Association shall close on December 31. The accounts of the Treasurer and
all supporting accounts which the Board of Directors may authorize to be kept shall be audited at
least once every other year, by a firm of disinterested public accountants selected by the Board of
Directors.
Article IX – Organization of the Association
The National Association of Government Archives and Records Administrators shall be organized
by the Board of Directors in a manner consistent with these Bylaws and the accomplishment of
the functions and purposes of the Association. Members of the Association may be organized into
regional chapters as provided by the Board of Directors.
Article X – Staff of the Association
1. Staff Personnel. The staff of the Association shall include an Executive Director and such
other professional, technical, clerical and service personnel as the Board of Directors
deems necessary to perform the functions of the Association. The Board of Directors shall
prescribe the duties, determine the compensation and exercise general supervision over the
staff of the Association. The Board of Directors shall have power to remove members of
the Association staff for cause.
2. Executive Director. The Board of Directors shall contract with an individual, an
Association Management Company, or firm, to act as Executive Director, or contract with
a member institution to act as Executive Secretariat. In the latter case, the member
institution shall hire an individual or designate a staff member to act as Executive Director.
The Executive Director shall be in charge of the Administration of the Association under
the direction and review of the Board of Directors. The Executive Director shall be
responsible to the Board of Directors for the proper conduct of the affairs of the
Association, except where otherwise provided, including the care of the facilities and
equipment, the direction and supervision of the staff, the efficiency of services of the
Association, and the operation of the Association under the financial conditions set forth
in the annual budget.
The Executive Director shall attend all meetings of the Board of Directors except those at
which appointment or salary for the position is to be discussed. The Executive Director
shall submit one report for each Board meeting convened by the Board of Directors.
Regulations for the routine conduct of the Association may be made by the Executive
Director with the approval of the Board of Directors.
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Article XI – Rules of Order
The proceedings of the Association and the Board of Directors shall be conducted in accordance
with "Robert's Rules of Order," except as otherwise specified in these Bylaws.
Article XII – Distribution of Assets
Upon the dissolution of the Association in any manner or for any reason, its assets, if any,
remaining after payment (or any provision for payment) of all liabilities of the Association, shall
be distributed to one or more organizations having either exclusively charitable, religious,
scientific or educational purposes or which promote social welfare.
Article XIII – Amendments of Bylaws
These Bylaws may be amended at any meeting of the Association by an affirmative vote of at least
two-thirds of eligible votes present, providing written notice of the proposed amendment shall
have been given in the call for said meeting.
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National Association of Government Archivists and
Records Administrators

Code of Conduct
Enacted 11/11/2019
Revised 04/14/2022
Background
In keeping with its Core Values and Mission Statement, NAGARA seeks to inform
members of the expectations placed upon them, in both membership and daily
professional activities. All NAGARA members, as well as all attendees, speakers,
presenters, and exhibitors at any NAGARA-sponsored event, are subject to the Code of
Conduct and agree to acknowledge and abide by the Code of Conduct when registering
or attending an event, meeting, or training session, or when joining or renewing their
membership in NAGARA.
NAGARA welcomes all people, regardless of background or personal characteristics,
and places a high premium on diversity, inclusion, and equity in its work.
Conduct of Government Archivists and Records Administrators
Every employee in the public sector has their conduct regulated by the jurisdiction in
which they serve. NAGARA encourages its members to carefully follow that code of
conduct to promote the positive image of public employees in general and government
archivists and records administrators in particular. Public employees safeguard the
public trust and must behave ethically and professionally in order to faithfully do so.
While careful to recognize freedom of speech, NAGARA encourages its members to
use caution in posts made on social media so that statements and visual materials
published will not be contrary to any law, regulation, or code of conduct or code of
ethics members may be obliged to follow.

Conduct of NAGARA Members, Guests, Meeting Attendees, or Online Participants
Any person identified as a member, officer, official or employee of NAGARA will conduct
themselves in such a way as to demonstrate the ethical integrity demanded by
NAGARA or those affiliated with the organization. Members certified by partner
organizations (Academy of Certified Archivists, Institute of Certified Records Managers,
and International Institute of Municipal Clerks) are also encouraged to follow the codes
and standards of ethics and conduct of those bodies.
NAGARA members are expected to behave professionally in their conduct as
government information professionals and officers in all forums, including but not limited
to:
● email (including mailing lists and other NAGARA-controlled listservs) and other
electronic communications;
● message boards and other online forums;
● conferences, regional meetings, webinars or any other NAGARA-sponsored
event;
● NAGARA Committees, Task Forces, Working Groups, and other collaborative
endeavors; and
● any other formal setting which involves interaction between NAGARA members
and affiliated organizations
Members, guests, and attendees at NAGARA events should communicate in a clear,
concise, and courteous manner at all times.
Behavior that is not acceptable includes: unwelcome or offensive verbal comments or
nonverbal expressions related to: age; appearance or body size; employment or military
status; ethnicity; gender identity or expression; individual lifestyles; marital status;
national origin; immigration status; physical or cognitive ability; political affiliation; sexual
orientation; race; or religion. Harassment can also include use of sexual and/or
discriminatory images in public spaces (including online); deliberate intimidation;
stalking; following; harassing photography or recording; sustained disruption of talks or
other events; bullying behavior; physical or intimate partner violence; inappropriate
physical contact; and unwelcome sexual attention in any form. Discrimination and
bigotry are not acceptable.
Content presented at NAGARA conferences, meetings, or online may at times deal with
sensitive subject matters, ranging from visually sensitive historical material (such as

images related to acts of genocide or racism) to explicit language or images (such as in
archival letters, nude photographs, or film or audio recordings). This policy is not
intended to constrain scholarly or professional presentation, discourse, or debate, as
long as these exchanges are conducted in a respectful manner.
Incident Reporting
Incidents in violation of this Code of Conduct can be reported to the registration desk at
an event, the instructor or leader of any virtual NAGARA meeting or event, to the
administrator of any NAGARA online listserv or other communication group, or to the
NAGARA office (info@nagara.org). Individuals wishing to make an anonymous report
may submit it using the online form (LINK HERE).
If you are experiencing or witness an incident involving physical danger to
someone, contact the facility front desk or dial 911.
NAGARA’s Response to Violations of the Code of Conduct
NAGARA takes your privacy and safety seriously. If you report an alleged violation of
the Code of Conduct, you will receive an email confirmation to verify that your request
was received. If you indicate that you are willing to be contacted, NAGARA staff may
reach out to you. All reports and inquiries will be handled in confidence with the
NAGARA Executive Director and/or the NAGARA Board of Directors and/or a standing
committee appointed to handle such reports and inquiries. Individuals reported will be
notified in writing and asked to cease all reported activity immediately.
For guests and other participants of NAGARA meetings, online events or
communication groups, actions or incidents which violate the Code of Conduct may lead
to the revocation of any privileges related to the event or group granted to the individual
in question. Anyone who violates the Code of Conduct at a conference, event, or
meeting may be expelled from that event by the NAGARA Executive Director or
President without a refund of event fees or dues. Those who violate the Code of
Conduct in an online space may be denied access at the discretion of the event
moderator or the NAGARA Executive Director.
The NAGARA Board and/or standing committee appointed to handle such matters, at its
discretion, may ban violators from attending a specific NAGARA event, including the

Annual Conference, or from participating in subcommittees, awards competitions, or
other NAGARA programs or activities. Repeated violations of the Code of Conduct by
an individual may lead to suspension or termination of their NAGARA membership
without a refund of event fees or dues.
The NAGARA Code of Conduct is based in part on the Society of American Archivists
Code of Conduct, accessed 1/28/2022 https://www2.archivists.org/statements/saacode-of-conduct

National Association of Government Archives and
Records Administrators
(NAGARA)

Board of Directors Manual

The National Association of Government Archives and Records Administrators (NAGARA) is a professional
association dedicated to the effective use and management of government records and information at all
levels of government. NAGARA champions good management of government archives and records
programs for the benefit of governments and their citizens.
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NAGARA Bylaws
Revised November 8, 2018

Article I – General Provisions
1. Scope of Bylaws. These Bylaws are adopted by the National Association of Government Archives
and Records Administrators (NAGARA, hereinafter referred to as the “Association” or
“Corporation”) to govern the general management of the affairs of the Corporation, except where
otherwise provided by the Articles of Incorporation.
2. Association Purposes. The purposes of the Association are to:
• promote an awareness and understanding of government archives and records management
programs;
• encourage the continuous exchange of information among government archives and records
management agencies to improve their programs and services;
• provide opportunities for government records administrators and archivists at each level of
government to meet and discuss problems and issues relevant to their level of government;
• develop and improve professional standards of government archives and records administration;
• promote the full application, utilization and progressive development of modern archival and
records management principles, methodology and techniques in government records
administration;
• encourage study and research in problems of concern to government archivists and records
administrators; and
• represent the members in matters of mutual or national interest in areas of archives and
records management.

Article II -Members
1. Membership: The membership of the National Association of Government Archives and Records
Administrators shall consist of such persons and institutions admitted to membership in
accordance with these Bylaws.
2. Qualification of Members: The authority to interpret this article shall be vested in the
Association’s Board of Directors, which shall determine the qualifications of members of the
Association.
3. Classes of membership. The membership of the Association shall consist of the following categories:
A. Individual Membership. Individual Membership shall be open to archives or records
management personnel under such terms and conditions as the Board of Directors may
prescribe.
B. Organizational Membership. Organizational Memberships shall be open to archives or
records management entities under such terms and conditions as the Board of Directors may
prescribe.
4. Annual Dues: The Board of Directors shall determine the amount of dues for each class of
membership. Dues must be paid to the Association in order for the individual or organization
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to count as an active member of and receive benefits from the Association.

Article III – Meetings of the Association
1. Annual Meeting. The Association shall hold an Annual Meeting each year, at a time and place
determined by the Board.
2. Special Meetings. Special meetings for the transaction of business of the Association may be held
at the discretion of the Board of Directors, or shall be so called by it upon the written request
of members representing at least twenty (20) percent of eligible votes. No business shall be
transacted at a special meeting which is not specified in the call for the meeting.
3. Notification of Meetings. Written notice of meetings of the Association shall be given to all
members at least sixty (60) days before the date of an annual meeting, and fourteen (14) days before
the date of a special meeting.
4. Quorum. A quorum shall be based on the total number of votes eligible to be cast according to
membership categories established by these Bylaws and based upon payment of dues. A quorum
shall consist of at least one-sixth of eligible votes.
5. Voting. Decisions at annual and special meetings of the Association shall be passed by a majority
of the votes cast at the meeting. Persons with an Individual Membership shall each cast one vote.
Persons belonging to active Organizational Memberships and listed on the organization’s
membership roster at the time of the meeting shall each cast one vote.

Article IV – Elections
1. Nominating Committee. The officers of the Association shall serve as the Nominating Committee,
which the Vice-President shall chair. The Nominating Committee shall make its recommendations
known to the Board of Directors and the Executive Director at least sixty (60) days prior to the
annual meeting of the recommended candidates to succeed members of the Board of Directors.
The Nominating Committee shall make the proposed slate of candidates known to the
membership by written notice.
2. Election of Officers and Board of Directors. All Officers and Directors of the Association shall be
elected by the majority of ballots cast during the election period.

Article V – Board of Directors
1. Board of Directors. The management of the affairs of the Association is vested in a Board of
Directors of thirteen persons who are members of the Association, and shall include:
• the five Officers of the Association;
• six elected directors, two representing state government, two representing local government,
and two representing Federal government;
• the Immediate Past President; and
• one elected Board member serving in an “at-large” capacity.
The Board of Directors may delegate powers to the officers, staff and committees necessary to the
administration of the affairs of the Association.
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2. Terms of Members of Board of Directors. The term of office of the members of the Board of
Directors shall be two years and no member of the Board of Directors shall serve more than two
consecutive two-year terms. The members of the Board of Directors shall hold office from their
election until their successors are duly qualified. The Board of Directors may fill vacancies in the
unexpired term of an officer or member of the Board of Directors for a period which does not
extend beyond the next annual meeting of the Association. Time served to complete an
unexpired term shall not be calculated when determining the limit of two consecutive two-year
terms provided for in this section or in the term limit calculations provided for in Article VIII, Section
I. Any member of the Board of Directors who shall fail to attend three consecutive meetings of
the Board shall be deemed automatically to have resigned from office and the vacancy shall be
filled in the same manner as any other vacancy.
3. Regular Meetings. Regular meetings of the Board of Directors shall be held not less than one time
between annual meetings of the Association, unless otherwise ordered by a two-thirds vote of the
Board present at the previous meeting.
4. Special Meetings. Special meetings of the Board of Directors may be called at any time at the
President’s discretion, or at the request of any five members of the Board.
5. Meeting Place. The Board of Directors shall meet at such places as the president shall
determine, unless otherwise ordered by the Board.
6. Minutes of Meetings. Minutes of meetings shall be made available to active members of the
Association upon request.
7. Quorum. Seven members of the Board of Directors shall constitute a quorum for the transaction
of business.
8. Voting. Decisions at regular and special meetings of the Board of Directors shall be made by a
majority of the regular members present and voting.
9. Regulations. The Board of Directors may adopt such regulations for the government of the
Association and their own proceedings as are not inconsistent with these Bylaws.
10. Annual Meetings. The Board of Directors shall present a full report of the affairs of the
Association at each annual meeting of the Association.

Article VI – Committees of the Association
1. Standing Committees. The President, subject to the approval of the Board of Directors, shall
appoint such standing committees as the Board shall from time to time determine. Such
committees shall possess advisory powers only. Each committee shall continuously review the
need for policy changes in those matters assigned to it and shall make such recommendations
to the Board of Directors as may appear necessary and appropriate.
2. Special Committees. Special committees may be appointed by the President to study and report
on special problems; such committees shall serve until the completion of the work for which they
were appointed. Such committees shall possess advisory powers only.
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Article VII – Committees of the Board
The Board of Directors may designate and appoint such committees from the membership of the Board
as it shall from time to time determine. Such committees shall consist of two or more directors,
and shall possess advisory powers only, except when authority to act has been expressly provided by a
resolution adopted by a majority of the Board.

Article VIII – Officers of the Association
1. Officers of the Association. The officers of the Association shall be a President, President-Elect,
Vice-President, Secretary and Treasurer.
A. The President-Elect and Vice-President shall hold office for a term of one year from election,
except in the case of an officer who presents a resignation and insists upon its immediate
acceptance. No person shall be eligible for election in each office of President-Elect or VicePresident for successive terms.
B. The Secretary and Treasurer shall hold office for a term of two years from election, except in
the case of an officer who presents a resignation and insists upon its immediate
acceptance. No person shall be eligible for election as Secretary or Treasurer for more
than two successive terms.
2. President. The President shall hold office for a term of one year and shall preside at all meetings
of the Association and of the Board of Directors, appoint all special and standing committees of the
Association, and authorize calls for any special meetings. The President shall be an ex officio
member of all committees. The President-Elect shall assume the office of President at such time
that his or her successor is elected at the annual meeting of the Association.
3. President-Elect and Vice-President. The President-Elect and Vice-President shall perform such
duties and fulfill such responsibilities as directed by the President. The President-Elect shall
preside at all meetings of the Association and of the Board of Directors in the absence of the
President. The President-Elect shall fulfill the duties and responsibilities of the President in case
of a vacancy in the office of President. In the absence from any meeting of both the President
and President-Elect, the Vice-President shall preside at all meetings. In the absence from any
meeting of the President, President-Elect, and Vice-President, the Association or the Board of
Directors may elect a temporary chair.
4. Secretary. The Secretary shall keep a true and accurate account of all proceedings of the
Association and the Board of Directors; issue notices of their respective meetings; have custody
of the minutes and other records of the Association and the Board of Directors; and notify the
appointing authority of any vacancies on the Board of Directors. The Secretary may appoint
such assistants as may be desired, subject to the approval of the Board of Directors.
5. Treasurer. The Treasurer shall receive all money and securities becoming the property of the
Association. These shall be deposited in such depositories as the Board of Directors shall from
time to time determine, and shall be disbursed under the authority of the Treasurer, except as
otherwise provided by the Board of Directors. The Treasurer shall keep a regular and correct record
of all receipts and expenditures in such form as the Board of Directors may require. These records
shall be open to the inspection of the Board of Directors and to any member of the Association
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having voting rights for any proper purpose at any reasonable time, and shall render a detailed
report of the same, together with a statement of the securities and all other property belonging
to the Association, at the annual meeting of the Association and at such other times as may be
required by the vote of the Board of Directors. The Treasurer shall report at each regular meeting
of the Board of Directors on the financial condition of the Association. Upon the request of the
Board, the Treasurer shall give bond for the faithful performance of duties in such form and with
sureties as the Board of Directors shall require.

Article IX – Organization of the Association
1. The Association shall be organized by the Board of Directors in a manner consistent with these
Bylaws and the accomplishment of the functions and purposes of the Association. Members of the
Association may be organized into regional chapters as provided by the Board of Directors.
2. The fiscal year of the Association shall close on December 31. The accounts of the Treasurer and
all supporting accounts which the Board of Directors may authorize to be kept shall be audited
at least once every other year, by a firm of disinterested public accountants selected by the Board
of Directors.

Article X – Staff of the Association
1. Staff Personnel. The staff of the Association shall include an Executive Director and such other
professional, technical, clerical and service personnel as the Board of Directors deems
necessary to perform the functions of the Association. The Board of Directors shall prescribe the
duties, determine the compensation and exercise general supervision over the staff of the
Association. The Board of Directors shall have power to remove members of the Association staff
for cause.
2. Executive Director. The Board of Directors shall contract with an individual, or an association
management company or firm to act as Executive Director, or contract with a member institution
to act as Executive Secretariat. In the latter case, the member institution shall hire an
individual or designate a staff member to act as Executive Director. The Executive Director
shall:
• administer the Association under the direction and review of the Board of Directors;
• be responsible to the Board of Directors for the proper conduct of the affairs of the Association,
except where otherwise provided, including care of facilities and equipment, direction and
supervision of staff, efficiency of services of the Association, and operation of the Association
under financial conditions set forth in the annual budget;
• attend all meetings of the Board of Directors except those at which appointment or salary for
the position is to be discussed;
• submit one report for each Board meeting convened by the Board of Directors; and
• make regulations for the routine conduct of the Association with the approval of the Board of
Directors.

Article XI – Rules of Order
The proceedings of the Association and the Board of Directors shall be conducted in accordance with
“Robert’s Rules of Order,” except as otherwise specified in these Bylaws.
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Article XII – Distribution of Assets
Upon the dissolution of the Association in any manner or for any reason, its assets, if any,
remaining after payment (or any provision for payment) of all liabilities of the Association, shall be
distributed to one or more organizations having either exclusively charitable, religious, scientific or
educational purposes or which promote social welfare.

Article XIII – Amendments of Bylaws
These Bylaws may be amended at any meeting of the Association by an affirmative vote of at least twothirds of eligible votes present, providing written notice of the proposed amendment shall have been
given in the call for said meeting.
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Core Values and Mission Statement
The National Association of Government Archives and Records Administrators (NAGARA) is a professional
association dedicated to the effective use and management of government records and information at all
levels of government. NAGARA champions good management of government archives and records
programs for the benefit of government and its citizens.
NAGARA is committed to:
• ensuring authenticity, integrity, and trustworthiness in the creation, distribution, use and storage
of records regardless of format;
• encouraging appropriate preservation, protection, retention, and disposition of both archival and
non-permanent records;
• promoting best practices and principles for accountability and transparency in public recordkeeping;
• advocating for, among other issues, sustainability and accessibility in both archival and nonpermanent public records programs; and
• fostering education for professionals and maturity for programs in these practices and principles.
NAGARA passionately supports the role of professional government recordkeeping in safeguarding
citizens’ rights and responsibilities in our democracy and holding public officials, both elected and
appointed, accountable through the active, inactive, and historical records of government.
NAGARA values working with its partners and allied organizations also involved in archival and records
management endeavors, including the Academy of Certified Archivists (ACA), Institute of Certified Records
Managers (ICRM), Information Governance Professional (IGP) Board, Council of State Archivists (CoSA),
ARMA International, Association for Information and Image Management (AIIM), and Society of American
Archivists (SAA).
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NAGARA Leadership Position Descriptions
Per Article V of the NAGARA Bylaws, the management of NAGARA affairs is vested in a Board of
Directors of thirteen persons who are members of the Association, and shall include the officers
(President, President-Elect, Vice-President, Secretary, Treasurer), the Immediate Past President, two
members representing state government, two members representing local government, two members
representing Federal government; and one member serving in an “at-large” capacity.

President
Purpose: To preside over and conduct the business of the organization, with the approval of the Board
of Directors.
Term: One year (as part of the four-year Presidential track that progresses through Vice-President,
President-Elect, President, and Immediate Past President)
Major Duties:
• Presides at Board Meetings, including conference calls, and Business Meetings
• Participates in Executive Committee meetings
• Monitors and responds to posts on Board Basecamp discussions
• Sets agenda for monthly Board meetings one week before each Board meeting and annual
Business Meeting one month before Business Meeting
• Represents the organization to other organizations, government bodies, the media, and groups,
or appoints a designee to do so
• Receives, responds to, or initiates correspondence as required to conduct NAGARA business
• Appoints standing committee chairs and members with the approval of the Board
• Appoints special committee chairs and members
• Serve as a member of the Nominating Committee
• Serves as ex officio member of all committees
• Calls special meetings as necessary
• Works in cooperation with administrative staff
Information Dissemination:
• Provides for publication of a “President’s Message” in each quarterly newsletter
• Provides for the publication, in print or on the NAGARA website, of information, including
correspondence and reports that would be of interest to members

President-Elect
Purpose: To assist in conducting the business of the organization and to plan for the annual meeting
to be held in his/her presidential year
Term: One year (as part of the four-year Presidential track)
Major Duties:
• Attends Board Meetings, including conference calls, and Business Meetings
• Participates in Executive Committee meetings
• Monitors and responds to posts on Board Basecamp discussions
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•
•
•
•
•

Presides over Board Meetings or Business Meeting in the absence of the President
Serves as Board liaison to the Membership Committee
Serves as a member of the Nominating Committee
Assists with arrangements for upcoming annual meeting and evaluates current year’s meeting
with assistance of Local Arrangements and Program Committees
Nominates Chair of Annual Meeting Program Committee for consideration by the Board at the
September meeting

Vice-President
Purpose: To assist in conducting the business of the organization
Term: One year (as part of the four-year Presidential track)
Major Duties:
• Attends Board Meetings, including conference calls, and Business Meetings
• Participates in Executive Committee meetings
• Monitors and responds to posts on Board Basecamp discussions
• Presides over Board Meetings or Business Meeting in the absence of the President and VicePresident
• Serves as chair of the Nominating Committee.

Secretary
Purpose: To record and maintain the official record of actions and decisions of the Executive Board
of the Association
Term: Two years (limited to two successive terms)
Major Duties:
• Attends Board Meetings, including conference calls, and Business Meetings
• Participates in Executive Committee meetings
• Monitors and responds to posts on Board Basecamp discussions
• Records minutes of meetings, including motions, names of persons making and seconding
motions, pertinent discussion, and outcome
• Obtains record copy of reports submitted or referred to at meetings
• Forwards minutes to Board and administrative staff
• Provides information about Board actions for publication and web posting
• Retains record copy of Board votes on a Google spreadsheet
• Retains official copy of minutes and policy decisions
• Serves as a member of the Nominating Committee
Information Dissemination:
• Approves a summary of discussion and actions of the Board on an as-needed basis for
publication and posting on the NAGARA website
• Provides minutes of Business Meetings for publication and posting on the NAGARA website
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Treasurer
Purpose: To manage the finances of the Association
Term: Two years (limited to two successive terms)
Major Duties:
• Attends Board Meetings and Business Meetings
• Participates in Executive Committee meetings
• Monitors and responds to posts on Board Basecamp discussions
• Solicits budget requests as part of the committee reports sixty (60) days prior to January
Board Meeting
• Develops annual budget with assistance of the President, administrative staff, and
committee Chairs for presentation at the January Board Meeting
• Tracks revisions made during the Board Meeting; creates final budget for Board vote
• Presents Treasurer’s report at the annual Business Meeting
• Provides Treasurer’s report for publication and posting on the NAGARA website
• Authorizes payments
• Manages investment of the Association funds
• Oversees reviews and audits of Association accounts
• Approves and signs tax filings
• Approves year-end financial report
• Renews Certificate of Deposit (CD) in March
• Approves and signs tax filings in April
• Serves as a member of the Nominating Committee
Information Dissemination: Provides financial report given at Business Meeting for publication

Immediate Past President
Purpose: To assist in conducting the business of the Association and to provide an advisory role for
the officers
Term: One year (as part of the four-year Presidential track)
Major Duties:
• Attends Board Meetings, including conference calls, and Business Meetings
• Assists the incoming President with the transition of leadership
• Monitors and responds to posts on Board Basecamp discussions

Board Member
Purpose: To assist in conducting the business of the Association and to represent the interests of
Federal, State, Local, or At-Large members
Term: Two years (limited to two successive terms)
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Major Duties:
• Attends Board Meetings, including conference calls, and Business Meetings
• Monitors and responds to posts on Board Basecamp discussions
• Serves as Board liaison to a committee
• Works with assigned committee to plan and budget for coming year and to complete annual
year-end report of activities
• Approves committee appointments
• Carries out assignments determined at Board Meetings or special assignments from the
President

Association Management
State Services Organization, Inc. (SSO) has been providing association management services to the
National Association of Government Archives and Records Administrators (NAGARA) since January 1,
2015. SSO has been delivering quality association services to clients since 1976. The organization’s
purpose and over-arching mission is “to lessen the burdens of government and assist charitable and
educational organizations in their charitable and educational functions.”
SSO provides the following services to the NAGARA Board of Directors:
A. Accounting and Financial Management
i. Utilize an accrual accounting-based system to manage NAGARA’s budgeting and financial
manners;
ii. Provide complete general ledger accounting;
iii. Manage accounts payable and accounts receivable;
iv. Write checks; handle electronic fund transfers;
v. Manage bank accounts and bank services, including credit cards and online banking;
vi. Handle account reconciliations;
vii. Prepare financial statements and submit to NAGARA for approval on a monthly basis;
viii. Coordinate the year-end closing;
ix. Coordinate with auditor for financial audit preparation and audit as requested by the Board;
x. Maintain and update the association’s accounting policies and procedures;
xi. Manage and process all membership dues payments, event registrations, and all other
financial transactions;
xii. Assist with preparation and monitoring of the annual budget with the treasurer.
B. Communications & Marketing
i. Respond to general inquiries and requests for information about NAGARA membership and
services; promptly forward all inquiries about NAGARA policy or positions on issues to the
President, or his/her designee, within two business days of receipt;
ii. Post announcements, articles, minutes, publications, news, and other materials (created,
approved and provided by NAGARA’s Board) to the NAGARA website and promptly notify
members/other groups via e-mail about availability of the publications on the NAGARA
website (Note: any costs associated with the production and distribution of any hardcopy
formats or notifications will be paid by NAGARA);
iii. Notify members about programs, events and service availabilities;
iv. Create dedicated marketing pieces for each association event, including webinars, Regional
Forums, Annual Conference, etc. (Note: Print and electronic layout and graphic design
projects will be an additional charge);
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v. Create and maintain all online event registration notices and attendee event registration
confirmations;
vi. Update and maintain the association’s calendar of events;
vii. Provide monthly updates on event registration numbers and figures to Board and
Committee members;
viii. Draft press releases and other communications at the request of the Board.
C. Event Planning & Management
i. Plan, manage, and execute NAGARA’s Annual Conference;
ii. Plan, manage, and execute NAGARA’s Regional Forum(s);
iii. Plan, manage, and host NAGARA’s Webinars;
iv. Identify and obtain event venues, oversee contract negotiations, and sign all final
agreements;
v. Identify potential caterers, manage catering orders, oversee contract negotiations, and sign
all final agreements;
vi. Organize and arrange for audio/visual and other miscellaneous items, oversee contract
negotiations, and sign all final agreements;
vii. Work with one or more of the following committees (varying by event): local arrangements,
program, and professional development during event planning processes;
viii. Fulfill all event accounting and payments;
ix. Provide one in-person Event Manager to attend/manage association events and/or
webinars (Note: Any additional SSO employee requested to attend/manage an official
function in addition to the dedicated Event Manager will be an additional charge).
D. General Association Management & Board/Committee Support
i. Provide expert, professional and timely communication and response to all incoming Board
and Committee inquiries;
ii. Manage association bylaws and historical information;
iii. Transfer association records to official repository in accordance with retention schedule;
iv. Retain and dispose of paper and electronic association records in accordance with a
retention and disposition policy approved by the Board;
v. Prepare and submit association filings required by Federal or state law, keep records of
transactions, and forward proceeds to the Treasurer;
vi. Provide monthly management reports of key metrics and activities performed on behalf of
the organization over the previous month;
vii. Coordinate Board and Committee relations, Board meetings/conference calls, and other
communications as needed;
viii. Prepare and submit monthly invoices itemizing costs billed separately (e.g. printing, mailing,
graphic design, telephone and e-mail accounts, etc.) for Board approval.
E. Information Technology & Support
i. Maintain and manage NAGARA’s membership and marketing databases (iMIS 100),
enabling members to manage and update their individual profiles;
ii. Maintain NAGARA’s listservs or other electronic communication or collaboration tools;
iii. Maintain and update NAGARA’s official website (iMIS 100 RiSE);
F. Membership Support & Services
i. Serve as NAGARA’s front-line support to all incoming e-mail, phone and fax inquiries;
ii. Provide best-in-class customer support to NAGARA’s membership and partners;
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iii.
iv.
v.
vi.
vii.
viii.
ix.
x.
xi.
xii.

Manage member relationships, fulfill requests and resolve member-related issues;
Respond to inquiries and requests for general membership information;
Accurately update online membership directory;
Maintain and update membership contact and dues information;
Manage all membership dues invoicing and obtain and fulfill payment of membership dues,
renewals, product purchases and event registration fees;
Maintain discretion in applying membership dues discount, event fee promotions and
potential refunds;
Handle all membership event registrations, membership joins, and/or renewals (online or
otherwise);
Prepare and process annual dues renewal statements;
Develop and execute (with Board and Committee approval) Membership Acquisition and
Retention Campaigns;
Create and provide membership reports, including dues information, upon request in the
format requested (if available);

G. Sponsorship Development
i. Develop and maintain a targeted list of potential association and event sponsors;
ii. Work to obtain corporate sponsors, event-specific sponsors, and ad-hoc sponsorships;
iii. Negotiate and sign all sponsorship contracts;
iv. Manage relationships with all sponsors and donors;
v. Ensure complete fulfillment of all sponsorship agreements by both parties.
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NAGARA Committee Descriptions
Advocacy Committee
The Advocacy Committee works with NAGARA leadership to:
• Draft and maintain the core values statement
• Define and act within the NAGARA advocacy agenda
• Partner with related organizations to carry out advocacy efforts
• Research, draft and coordinate dissemination of issue/position statements
• Draft and work within the publications protocol for researching, writing, reviewing and releasing
white papers of NAGARA’s statement

Awards Committee
Purpose and Responsibilities
• The Awards Committee is comprised of the President Elect as Chair, who will assemble ateam of
up to 3 NAGARA board members to:
o Review the current NAGARA awards and recommended additional awardcategories if
warranted.
o Conduct an annual review of the award nomination/selection process and recommend
revisions to the full Board where appropriate. This includes allonline materials and rubrics
used to select nominees.
o Coordinate with SSO staff to produce a timeline for the nomination/selectionprocess.*
o Solicit nominations for each award—nominees need not be NAGARA members but
recipients must be members.
o Evaluate the nominations for each category and up to two recipients for eachcategory to the
Board of Directors to make the final selection.
*Example timeline:
1/4/2021 – Q1 Newsletter (soft launch)1/15/2021 – Announcement Out
2/15 and 3/15/2021 – First and Second Reminders
4/4/2021 – Q2 Newsletter (reminder)
4/30/2021 – Nomination Period Ends
5/1 – 5/8/2021 – Awards Committee Reviews Nominations
5/9/2021 – Awards Committee Submits Recommendation to Full Board
5/13/2021 Board Meeting, discussion, and approval of Awards Recipients
5/15/2021 – Recipients notified

Communications Committee
The Communications Committee works with NAGARA leadership to:
• Develop website and social media content, including member highlights for the annual Records
Management Month in April and Archives Month in October
• Communicate NAGARA news to members
• Solicit members for news that is worthy of communicating
• Coordinate with the Advocacy Committee to publish NAGARA’s position and policy statements
16

•
•
•
•

Coordinate with the Professional Development Committee to promote PD opportunities for
members
Coordinate with the Membership Committee to promote membership initiatives
Coordinate with the Program Committee and Local Arrangements Committee to publish annual
meeting plans, session proposal deadlines, and arrangements
Coordinate with the Executive Director, President, and members for quarterly publication of
NAGARA’s membership newsletter, including solicitation of content and communicating with
graphics artist.

Membership Committee
The Membership Committee works with NAGARA leadership to:
• Develop a membership recruitment and retention strategy
• Update membership recruitment communications as necessary
• Evaluate and propose membership categories for Board review
• Identify needs of members and recommend development of services to meet those needs
• Recommend to NAGARA leadership and committees ways to make prospective and current
members aware of the resources, services, and membership benefits of NAGARA
• Recommend ways to acknowledge new members and to encourage participation in NAGARA
activities

Professional Development Committee
Purpose and Responsibilities
The Professional Development Committee supports the development and delivery of professional
programs and content of benefit to NAGARA’s membership.

•

Online Training Subcommittee
This committee is a combination of the old Webinar and Regional and OnlineForums
Subcommittees. Since NAGARA's training and professional development will mostly be online
for the foreseeable future, this committeewill develop topic ideas for Webinars and online
Forums; identify speakers; liaise with speakers, etc.

•

Government Archives and Records Administration (GARA) Certificate Subcommittee
o Review GARA certificate applications to ensure that the requirements havebeen met;
reviews NAGARA webinars, forms, and conferences to map offerings to the GARA core
competency areas.

o Professional Content Subcommittee
o Vets professional resources, including papers, publications, webinars, forms,and templates
for inclusion in NAGARA’s online resources library.

•

Internship Subcommittee
o Reviews internship applications for both institutions and students; monitorsreports from
successful applications.

•

Partner Liaisons
o Partner Liaisons are responsible for submitting program offerings to ACA,ICRM, IGP and
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IIMC for pre-approval credits and following up with the organizations when necessary.

•

Annual Conference Program Committee
o The program committee reviews annual conference session submissions andserve as liaisons
to selected presenters leading up to the annual conference.

1. Program Theme
The committee should propose multiple themes (including their preference)
to the boardfor review and approval. SSO will develop a logo based upon
the theme and will providemultiple options for the committee to select.
The committee will submit their preferenceto the board for approval. SSO
will publish the logo and theme information to the NAGARA website, and
the committee chair will publish the information to the NAGARA
Community Chat.

2. Program Committee Selection
The committee chair will assemble a committee of six to eight members.
Ensure there is a good mix of state, local, federal, and if possible, tribal
members. Give names, organizations, phone numbers, and email addresses
to SSO. If the committee is in place prior to the previous annual conference,
they should hold an in-person meeting. The timecommitment for
committee members is for about a year, with most of the work coming
between July and February.

3. Coordination with Management Services/Reporting Duties
The committee chair should keep in regular contact with SSO. Provide the
monthly progress reports to SSO so it can be reported at the monthly board
meetings. In addition,provide a status report and draft program for the midyear Board meeting; final program,including names and organizations of
each of the chairs and speakers; costs of workshops; and room set-up and
audio-visual needs for all workshops, sessions, and roundtables. At the
annual conference, report status of program to Board and to the
membership during thebusiness meeting.

4. Timeline
The committee chair should develop a timeline, which list various tasks,
deadlines for completion of tasks, and names of committee members
responsible for those tasks.

5. Tasks
The program chair should delegate tasks to each team member so that the
work is not overwhelming. Ask all committee members to solicit session
topics from other NAGARA members. If possible, assign each committee
member to oversee several sessions/roundtables/workshops. Committee
members will serve as the Program Committee’s liaisons with speakers for
their sessions; secure all chairs and speakers for those sessions; obtain
titles and descriptions of sessions; confirm speakers; give ProgramChair all
18

session information needed for the annual program; and help the Program
Committee chair send confirmations and thank-you letters to session
speakers and chairs.

6. Meetings

Establish regular meeting dates and times with your committee
members. Prepare an agenda for each meeting to include a progress
review against the timeline; a status reportfrom committee members on
sessions for which they are responsible; and assignments. Conference
calls may be used as a meeting option.
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NAGARA Website Policy
Adopted July 23, 2008, Revised 2019

Purpose
To define the objectives of the NAGARA websites and social media channels, to delineate responsibilities
for maintenance of those sites, and to ensure that the NAGARA’s online presence is of value to our
Association’s audience.
Process, Procedures and Content
NAGARA maintains its online presence for the benefit of its members and for others interested in
government archives and records administration. Information of specific interest or value to members
shall be posted in the Members Only section of the NAGARA website. Examples of such information
include: recent publications, Board minutes, copies of prior conference programs and attendee lists,
association business records, committee work areas, webinars, etc.
General industry information of value to government archivists and records administrators and
information that may be of interest to stakeholders in other professions may be posted on the publiclyaccessible pages on the NAGARA websites, if approved by the Association’s President or any Committee
Chair.
All other submissions and/or suggestions for content to the website may be forwarded to NAGARA
leadership for consideration.
The NAGARA Board of Directors is responsible for approval of the overall design of the Association’s
websites. Coding, file formats, graphics, and other technical applications relative to site management
are the responsibility of the vendors who have been contracted to provide support for the websites.
The President of the Board, and all Committee Chairs, or their designees, may be granted appropriate
access controls in order to load, edit or delete content. Requests for such access shall be made to the
Executive Director and the Board.
Website material is subject to the provisions of copyright and trademark laws. If a substantial
part of a copyrighted document or image is to be reproduced on a website, prior permission from the
copyright owner must be obtained in writing. The permission shall be sufficient such that it grants
NAGARA a broad license to use and redistribute the material. Additional precautions must be followed
when dealing with material protected by trademarks.
NAGARA website administrators shall immediately remove any content from its websites upon notice
that such content may have been posted without proper permissions and shall not restore that content
until all appropriate authorizations are in place.
Appropriate notice(s) and disclaimer(s) shall be included on NAGARA’s websites.
External links
Links to other resources must support the Association’s mission. If the content becomes questionable,
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the link shall be removed.
Whenever appropriate, a disclaimer shall be added to make it clear that NAGARA does not exercise any
responsibility over the content at that destination nor does it endorse or otherwise support a product or
organization at that destination.
Commercial Advertising
Advertising or promotion of commercial activities is not permitted on NAGARA’s web pages.
Sponsors for a particular event may receive exposure within the limitations established by event
organizers and approved by the NAGARA Board of Directors. While recognition of sponsorships should
not include direct advertising, it may include links, logos, or limited text about the sponsoring
organization or institution. Sponsorship recognition on the websites which might pose technical
challenges – such as, but not limited to, moving images or video – must first be approved by the
Executive Director and/or Board of Directors.
The Board of Directors may choose to participate in associate or partnership programs that it finds
beneficial or advantageous to its membership and/or to the association.
Website Administration
The NAGARA main website is administered by State Services Organization.
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NAGARA Record Retention and Disposal Schedule
Series Title and Description
1

2

Meeting Records
These records document the proceedings of monthly
conference calls, the mid-year and annual board
meetings, and the annual business meeting. They
include agendas, minutes, and supporting
documentation (such as committee reports and
budgets) that were reviewed by the board during the
meeting.
Articles of Association and Bylaws
These records document the operating rules
of the association and the board.

Retained Retained Retained Retained by
by
Committee
by
by
Chair
President Sec’y
Treas
X

Retained by
Executive
Director1
X

X

While in
effect

Yes

X

Until
superseded
or obsolete

Yes

X
Note: SSO
prints one
copy of each
electronic
publica. for
preservation

5 years

Yes

X

5 years

Yes

3

Administrative Manual
This manual documents responsibilities of board
members and committees and procedures for
fulfilling their duties.

4

Publications
These records include a single hard copy of standard
and ad-hoc publications produced by NAGARA,
including Clearinghouse, Crossroads, membership
and sponsorship brochures, membership directories,
manuals published solely by NAGARA or in
collaboration with another organization, etc.

5

Conference Programs
These records include a single copy of the program
(both pre-conference and on-site) that is published for
the annual conference and other events hosted by
NAGARA, including workshops. “Save the date”
postcards and other event advertising are included in
this record series.

6

Subject Files
These files are arranged alphabetically by topic and
are used to document issues that are discussed by
the board. They may include correspondence, adhoc reports, etc.

X

X

7

Transitory Correspondence
These records include member and sponsor inquiries
about a variety of administrative issues.

X

X

8

Official Correspondence
These letters are signed by the NAGARA president
and reflect the opinions/position of the board and
the association on particular issues.

X

9

Committee Records
NAGARA’s standing and temporary committees are
required to submit progress reports to the board
every 6 months. These reports are maintained with
the board meeting records (see item #1). These
files may also contain a copy of the reports, related
correspondence, products, etc.

X
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Active
Transfer
Retention
to
Period2
TSLAC3
5 years
Yes

While
No-topic is Destroy
active, plus
2 years
30 days

No-Destroy

End of
term

Yes

5 years

Yes

Series Title and Description
10 Budget (Final)
The board’s Treasurer works with SSO to prepare
the association’s annual budget. Periodic updates
may be provided to the board and will be
maintained with the board meeting records (see
item #1). This record will be the final annual budget
that is adopted by the board.

Retained Retained Retained Retained by
by
Committee
by
by
Chair
President Sec’y
Treas
X

Retained by
Executive
Director1

11 Financial Documentation
These records include a database that documents all
transactions related to NAGARA’s financial accounts
and investments. Monthly bank statements,
receipts, purchase orders, invoices, member and
sponsor billings, etc. are also included in this record
series.

X

X

12 Signature Cards (copies)
These cards verify the signatures of individuals who are
authorized to access financial accounts and sign
checks. The original is on file with the bank.

X

X

13 Annual Financial Review Report
These records document the review of association
accounts by an independent party.

X

X

14 IRS Statements
These records document annual filings with the
Internal Revenue Service.

X

X

Active
Transfer
Retention
to
Period2
TSLAC3
5 years
Yes

5 years

No-Destroy

Until
No-superseded Destroy

5 years

Yes

Until
No-dissolution, Destroy
plus
6 years

15 Membership/Sponsor Applications
These records document which individuals and
organizations are joining NAGARA or are
sponsoring NAGARA events and activities. The
information is entered into the membership
database (see item #15).

X

16 Association Administration Database
This database is used to keep track of all current and
former members of NAGARA, people who attended
NAGARA-sponsored events, and vendors who
sponsored NAGARA events. Mailing labels, reports,
and membership invoices are generated from this
database.

X

No-While
actively Destroy
involved
with the
assn., plus
5years

17 Registration Forms
These records document who is registering to attend
the annual conference and other professional
development events. Information from these forms
is entered into the membership database (see item
#15).

X

No-Until final
billings for Destroy
the event
are
completed

18 Contracts
These records document negotiations and
finalized contracts between the association and
other parties. They may include addenda,
correspondence, etc.

X
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3 years

Until
contract
expires,
plus 6
years

No-Destroy

No-Destroy

Series Title and Description
19 Event Evaluations
These evaluation forms are completed by
attendees of events, such as the annual
conference and workshops. They are used to
assess the success of the event and plan future
events.
20 Surveys
The association may periodically survey its
membership. These records include the survey
questionnaire and any responses that are received.

Retained Retained Retained Retained by
by
Committee
by
by
Chair
President Sec’y
Treas
X

21 Project Reports
The association may periodically survey its
membership or conduct other studies. A report
containing recommendations for future action may
be prepared.
22 Web Page
Content posted on the NAGARA website,
http://www.nagara.org/.

Retained by
Executive
Director1

X

5 years

No-Destroy

X

5 years

Yes

X
(webmaster)

23 Photographs
Photographs of members and events.

Active
Transfer
Retention
to
Period2
TSLAC3
5 years
No-Destroy

No-While link
is active Destroy
X

While
Yes
needed for (only
publishing select
and the images)
web page

This schedule was approved by the NAGARA Board of Directors on August 2, 2006, and updated on July
15, 2019. The board will review this schedule periodically, and must approve all revisions.
SSO = State Services Organization is NAGARA’s contracted administrative firm. The official recordkeeper (see
above) is responsible for transferring archival records to SSO at the end of their active retention period. SSO will
transfer all archival records that have fulfilled their active retention period to TSLAC on an annual basis at the end
of the fiscal year. The official recordkeeper is responsible for destroying non- archival records at the end of their
active retention period. All recordkeepers may select to retain convenience copies of various association records
beyond the stated retention period at their own expense.
2
Active Retention Period = calendar year.
3
TSLAC = Texas State Library and Archives Commission is NAGARA’s official archival repository.

1
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NAGARA Motions Guidelines
What is a motion?
A motion is a formal recommendation put forward by a group member to other members of a meeting
for debate and consideration of a proposed action, a new piece of business, or a proposed decision.
To whom is a motion put forward?
Within the context of NAGARA, a motion can be put forward to either the Board of Directors, exclusively
to the Executive Committee, or to the NAGARA membership at any point, respectively,
• During the formal proceedings of an official meeting or discussion of the Board of Directors,
conducted either in person, by tele- or videoconferencing, or in writing via email or the
Basecamp online platform;
• During the formal proceedings of an official meeting or discussion of the Executive Committee,
conducted either in person, by tele- or videoconferencing, or in writing via email or the
Basecamp online platform;
• During the formal proceedings of an official meeting of the NAGARA membership, typically
conducted in person (e.g., the Annual Business Meeting).
Who can put forward a motion?
Any member of the group that has convened may put forward a motion.
How is a motion put forward?
A motion is put forward verbally or in writing when a group member says, "I move that …" To be eligible
for debate and consideration, each motion put forward must be supported (i.e., “seconded”) by another
group member indicating, “I second that”, before the motion can be discussed. The only exception
involves motions put forward by the designated meeting chairperson (typically the NAGARA President or
the President’s delegate), for which discussion may ensue without a second motion.
When is a motion put forward?
For NAGARA meetings, typically only three motions are required:
• To adopt the meeting agenda;
• To adopt the minutes of the meeting; and
• To adjourn (i.e., end) the meeting.
However, group members are to use the table on the following page to determine if they need a motion
to propose another action, new piece of business, or decision for NAGARA other than what is listed
above.
How does a motion become an actionable assignment for NAGARA?
Following discussion, the group convened votes on the motion, which is approved for action (i.e.,
“carried” or “passed” if the majority of the members present vote in favor. However, members may
oppose the motion, or abstain from voting altogether.
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