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Introductory Letter 
 
Alumni Chapter and Club Presidents and Committee Members, 
 
On behalf of the University of Nevada, Las Vegas Alumni Association Board of 
Directors, thank you for your service to your alma mater and to your Alumni Chapter or 
Club.  Alumni Chapters and Clubs are formed primarily because alumni have a 
fondness for UNLV.  Alumni also enjoy getting to know other alumni within their 
community and sharing their experiences and stories from their time at UNLV. 
 



 

https://www.unlv.edu/units/alumni
https://www.unlv.edu/units/alumni
https://www.unlv.edu/units/alumni
https://www.unlv.edu/alumni/academic-chapters
https://www.unlv.edu/alumni/academic-chapters
https://www.unlv.edu/alumni/affinity-clubs
https://www.unlv.edu/alumni/affinity-clubs
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Process of Developing an Alumni Chapter or Club 
 

If your academic unit would like to establish a Chapter with the UNLV Alumni 
Association, the following steps need to be taken in order to formalize your Chapter.  A 
similar process can be followed for Affinity Clubs. 
 

1. Define your Chapter/Club by the constituents you aim to serve (e.g. William F. 
Harrah College of Hospitality alumni, veteran alumni).  Recognition of Academic 
Chapters is limited to full academic colleges or schools.  Individual degree 
programs (e.g. Criminal Justice or Social Work, etc.) may exist as a subchapter 
and will be governed by the sponsoring recognized Academic Chapter. 

2. Publish an appeal to alumni in that defined group (with the help of the Alumni 
Engagement Staff and your sponsoring unit) seeking volunteers to serve on the 
Chapter/Club board.  Diversity in this core group ensures event participation from 
a broader-based alumni body. 

3. 

https://www.unlv.edu/alumni/academic-chapters
https://www.unlv.edu/alumni/academic-chapters
https://www.unlv.edu/alumni/academic-chapters
https://www.unlv.edu/criminaljustice
https://www.unlv.edu/alumni/about/committees
https://www.unlv.edu/alumni/about/committees
https://www.unlv.edu/alumni
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Petition Process - Alumni Chapter & Club Status 
 

To be recognized by the UNLV Alumni Association, Chapters/Clubs must apply for 
“official” status.  Volunteers are expected to work with Alumni Engagement Staff and 
staff from their sponsoring unit to form their organization according to the guidelines set 
forth by the UNLV Alumni Association. 
 
Guiding Principles: 
The UNLV Alumni Association will: 
 

1. Serve as the principal voice of alumni to the UNLV administration and community 
leaders. 

2. Mobilize a global network of proud alumni and friends in lifetime service to the 
university. 

3. Inspire alumni and friends to advocate for UNLV’s interests as a catalyst for the 
greater good. 

4. Champion a culture of philanthropy and giving back to the university. 

5. Elevate the importance of alumni engagement through intentional 
communications. 

6. Partner with the university to build a strong infrastructure to ensure the success 
of the organization's strategic objectives. 

The UNLV Alumni Association seeks to establish and support vibrant Academic 
Chapters and Affinity Clubs who are able to fulfill their obligations around these core 
areas. 
 
Minimum Qualifications: 
Before applying, please consider the following minimum qualifications must be met: 
 

1. Bylaws – Must conform to UNLV Alumni Association bylaws (see page 22). 

2. Board – A minimum of five members initially, officers must contribute annually at 
the Scarlet Loyal level ($100 annually), with elections timed with legacy board’s 
to begin terms January 1st of the coming year. 

3. Chapter Liaison/sponsoring unit – see role of liaison document for further 
information (see page 16). 

4. Strategic Plan - Must demonstrate growth plan for engagement of alumni 
constituents according to articulated goals of the Chapter/Club. 

https://www.unlv.edu/alumni/scarletloyal
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If approved, the board will grant recognition status during which time the Chapter/Club 
board will continue to work with the UNLV Alumni Association, Alumni Engagement 
staff, and the sponsoring unit to demonstrate long-term viability and fulfill the obligations 
of recognized Chapters/Clubs.
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Chapters and Clubs - Benefits and Support 
 

➢ Program Manager: An Alumni Engagement staff member is charged with the 
management of the Chapters & Clubs program, including developing structure 
and training resources, advising on course of action, and connecting with 
resources. 

➢ Event Supplies: Membership brochures and a limited quantity of alumni giveaway 
items will be provided for Chapter and Club events. 

➢ Custom Web Pages: Opportunity to build custom web pages for the Chapter or 
Club. 

➢ Chapter Handbook: A guide is maintained with information on Chapter and Club 
events, activities, and organization. 

➢ Alumni Leader Advisory: An e-newsletter for Chapter and Club board members, 
academic deans and applicable staff, UNLV Alumni Association board, and 
alumni staff to apprise them of pertinent items for chapter leaders.  Content may 
be used for Chapter and Club meeting announcements, newsletters, and 
websites. 

➢ Exposure in UNLV Magazine and UNLV Alumni News: The UNLV Alumni 
Association will dedicate a portion of the newsletter to cover important updates 
from C
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PARTICIPATION 
➢ Attend 75% of board meetings, retreats and any committee meetings for which 

you are a member. 

➢ Pay your own expenses incurred in attending meetings. 

➢ Collaborate in good faith with other board members and staff as partners towards 
achievement of organization goals. 

➢ 
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ways: 
 

➢ Provide regular financial reports on UNLV Alumni Association activities; 

➢ Provide opportunities to discuss important organizational issues with the board 
president and the executive director as appropriate; 

➢ The staff and board of directors will respond in a straightforward manner to 
questions that are necessary to carry out your responsibilities to the UNLV 
Alumni Association; 

➢ Board members and the staff will work with you in good faith toward the 
achievement of UNLV Alumni Association goals. 

 
If you feel the UNLV Alumni Association does not fulfill its commitment, you can call on 
the board president and executive director to discuss the organization’s responsibilities. 
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Positions within the Chapter/Club Board of Directors 
 

President: 
➢ Preside at all meetings of the members and at all meetings of the board 

➢ Serve as a liaison to the UNLV Administration and the UNLV Alumni Association 

➢ Meet directly with the UNLV Alumni Association President/staff and others on 
behalf of the Organization 

➢ Appoint committee chairs 

➢ The President shall also have the appointment and other powers provided in the 
bylaws and otherwise by law 

 
Vice President (President-Elect): 

➢ Assume the duties of the President during the President’s absence including 
without limitation the duty to preside over meetings of the members or the board 
of directors and to represent the organization 

➢ Be the official liaison for all committee chairs 

➢ Ideally, the Vice President will assume the office of President for a two (2) year 
term following their term as Vice President 

 
Secretary: 

➢ Verify that the following records are kept and maintained:  
○ Minutes of executive committee and board meetings 
○ Membership list/roster 
○ All organization books and records, except for the financial books and 

records which are the responsibility of the Treasurer 

➢ Ensure that any required notice of all membership and board meetings is 
provided and work with UNLV Alumni Association staff to complete this. 

 
Treasurer: 

➢ Verify that the financial books and records of the Chapter/Club are kept and 
maintained 

➢ Prepare financial statements 

➢ Report on the Chapter/Club’s financial condition at all meetings of the members, 
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board, and executive committee 
 

Immediate Past President:  
➢ Chairs the Board Development Committee and Election Committee and serves 

as an advisor to the President 
 
Member at Large:  

➢ Serve at the will of the Executive Committee and duties should coincide with 
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The Chapter/Club Liaison is a UNLV staff member who plays a pivotal role in the 
success of Academic C

https://www.unlv.edu/business/alumni
https://www.unlv.edu/finearts/alumni
https://www.unlv.edu/hospitality/alumni-board
https://law.unlv.edu/alumni
https://www.unlv.edu/liberalarts/alumni/chapter
https://www.unlv.edu/nursing/alumni/board
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➢ Complete functions within the Chapter/Club (e.g. secretary takes minutes, 
treasurer prepares check requests, chair of membership contacts general alumni 
to solicit for memberships). 

➢ Collaborate with their respective college, Chapter/Club liaison, UNLV Alumni 
Association board, and staff, if applicable. 

➢ Attend Chapter/Club events/provide support for registration, programing, and 
logistics.  

 
Below, a chart outlining specific duties for each component of the Chapters & Clubs 
program: 
 

UNLV Alumni 
Association 

Alumni 
Engagement Staff 

Chapter/Club College/School/ 
Sponsoring Unit 

Provide policy and 
procedures for 
recognition of Alumni 
Chapters and Clubs. 

Provide support to 
Chapter/Club boards by 
advising on operations 
and alumni 
engagement tactics. 

Maintain Chapter/Club 
function to meet 
expectations set in 
UNLVAA Policies and 
Procedures. 

Represent interests of 
the college/school/unit. 
Ensure Chapter/Club 
goals align with their 
initiatives. 

Directly support 
Chapters and Clubs by 
attending meetings and 
events. 

Maintain accurate 
records of time and 
volunteers, and 
complete paperwork. 

Officers provide 
leadership and direction 
for Chapter/Club 
operations. 

Provide event planning 
and logistical support to 
Chapter/Club. 

Provide funding, when 
available, to support 
Chapter and Club 
operations. 

Provide access to 
volunteer resources, 
how-to guides, and 
Chapters and Clubs 
handbook. 

Collaborate with 
UNLVAA Board, staff, 
and college/school to 
serve alumni needs. 

Prepare event 
information for 
marketing efforts and 
communicate to AE 
staff. 

Chapters and Clubs 
Committee - advisory 
group on policies and 
procedures. 
(camaraderie with 
volunteer leadership 
and practice sharing). 

Provide 
communications 
support for alumni 
engagement activities 
(website, emails, event 
registrations, etc.). 

Complete all officer 
functions within the 
Chapter/Club – 
Secretary, Treasurer, 
board development, 
etc. 
 
 

Work with board 
members to schedule 
meetings and prepare 
materials for the 
meetings. 

Ensure local and 
federal compliance to 
maintain non-profit 
status. 

Inform and update 
board members of 
UNLVAA on Chapters 
and Clubs activity. 

Attend Chapter/Club 
events to provide 
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Chapter and Club - Suspension and Dissolution 
 

The Office of Alumni Engagement, UNLV Alumni Association Board of Directors, its 
Executive Committee, and the UNLV Alumni Association are committed to assisting 
recognized Chapters and Clubs to be viable and successful.  When Chapters and Clubs 
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Committee and the Alumni Board. 

3. If the recommendation from the Executive Committee is to suspend the 
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Petition/Cover Letter - Example 
 
Blake Douglas   
Executive Director  
UNLV Alumni Association  
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Alumni Chapter/Affinity Alumni Club Bylaws - Examhle 
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Executive Director of the UNLV Association, 4505 S. Maryland Parkway, Campus 
Box 451010, Las Vegas, Nevada 89154, and such other offices as the Board of 
Directors may from time to time authorize. 

1.4. Records. Accurate and complete copies of the Bylaws, all amendments thereto, 
as well as copies of minutes of meetings and written consents in lieu of meetings 
of the Board of Directors, shall be kept at the registered office of the Organization 
for inspection by those persons who possess a legal right to inspect such records. 

1.5. Seal. The Organization has been assigned an official Seal by the Association and 
will use the Seal in official business matters. 

 
ARTICLE 2 

 
PURPOSE 

2.1. Mission Statement. The Organization is the driving force behind a strong 
relationship between UNLV and its alumni and friends through outreach, 
engagement, and philanthropy for the benefit of UNLV. 

2.2. Objectm (b)5 (be88 nd a)1-A1 -0 (o)5 (j)12 (ectm)-3he  (and)206 
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purpose, including, without limitation, voting by the Board of Directors. 

4.8. Open Meetings. All Board meetings shall be open to all General Members, but 
attending Members shall not disrupt the discussion or vote in the transaction of 
any business before the Board. 

4.9. Board Authority. Except as restricted by the Articles, the Bylaws or by law, (i) the 
Board is invested with the authority to manage the affairs of the Organization, and 
(ii) the vote of a majority of the Directors present at a Meeting at which a quorum 
of Directors is present shall be necessary for and sufficient to constitute the act of 
the Board. The Board of Directors shall perform any and all duties imposed on 
them by the Articles, these Bylaws or by law. 

4.10. Action by Written Consent. To the extent permitted by applicable law, action may 
be taken without a meeting if a written consent to such action is signed by a two-
thirds (2/3) majority of the Directors then serving. Written consents shall be valid 
upon receipt by the President including those transmitted via e-mail. An email 
message from a Director assenting to an action shall qualify as a signed written 
consent by that Director so long as the email is transmitted from the Director’s 
email on file with the Association and the Director’s written consent to the specific 
action is stated clearly in the email. Whenever action is taken by written consent, 
a meeting need not be called, noticed or convened. 

 
ARTICLE 5 

 
DIRECTORS AND THEIR ELECTION AND DUTIES 

5.1. Directors. The governing body of the Organization shall be called Directors, and 
shall consist of a Board of at least five (5) elected Members who shall each have 
received a degree from UNLV. Directors shall serve without compensation. 
Members of the Board of Directors shall elect the Directors in accordance with 
the Bylaws and such additional election procedures as the Board may from time 
to time adopt. 

5.1.1. M



 

25 

will elect four (4) Non- Voting Directors to the Board to assist with 
succession planning. These Directors are not required to make the $250 
donation. 

5.2. Election Cycle and Term. Election of the Board shall be staggered with one-half 
(1/2) of the Directors being elected at each Annual Meeting. Each Director 
elected will serve for a term of two (2) years, and until a successor Director shall 
be elected and qualified. No Director may serve more than three (3) terms for a 
total of six (6) years on the Board. When necessary, an exception to the term 
limit shall be made for those holding the office of Vice President, President, or 
Immediate Past President. In the event any Director is elected to fill the remainder 
of the vacated term, that Director’s time of service serving out the vacated term 
(i.e. a term of less than two (2) years) shall not count towards the maximum 
number of consecutive full two (2) year terms to which that Director is eligible to 
be elected. After serving the maximum number of consecutive full two (2) year 
terms allowed by this Section 5.2, no Member may be re- elected to the Board of 
Directors within two (2) years of the final day of his/her third consecutive full two 
(2) year term. 

5.3. Election Procedure. Any Member may submit to the Board written nominations 
of candidates for the Board election at least thirty (30) days before each Annual 
Meeting. At least fifteen (15) days prior to each Annual Meeting, the Association 
will distribute to its Board of Directors ballots listing all qualified nominees. 

5.3.1. Each annual Director election shall be conducted by written ballot of the 
Directors. The qualified nominees listed on the ballot who receive the highest 
total number of votes from all Members of the Board of Directors will be elected 
and immediately assume their duties. In the event of a tie, the board of directors 
shall break the tie by conducting a run-off election. The winner shall thereafter 
immediately assume the duties of a director. 

5.4. Immediate Past President. In addition to the elected Directors, each immediate 
Past-President of the Organization shall be a voting Director of the Board for the 
period immediately following such term of Presidency. 

5.5. Removal of Directors. In addition to the other reasons provided in this Article, 
any Director may be removed for good cause as determined by a vote of two-
thirds (2/3) of the Directors then present at a duly noticed or held meeting at 
which a quorum is present. 
5.5.1. Should any Director cease to be a Member, or should any vacancy on the 

Board arise for any cause whatsoever, the Board Development 
Committee may nominate one or more persons for the vacancy. Directors 
or School staff shall recommend names of prospective nominees to the 
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with the largest number of votes will have a runoff election. If there is an 
unbreakable tie, a single coin flip shall determine the winner. 

6.4. Removal of Officers. An Officer may be removed at any time with or without 
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and the Association, and (iii) meet directly with the Association President/staff 
and others on behalf of the Organization, and (iv) Appoint committee chairs. The 
President shall also have the appointment and other powers provided in the 
Bylaws and otherwise by law. 

6.12. Vice President. The President Elect/Vice President shall assume the duties 
of the President during the President’s absence including without limitation the 
duty to preside over Meetings of the Members or the Board of Directors and to 
represent the Organization and (ii) will be the official liaison for all committee 
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A
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9.1. The Bylaws may be amended by the vote of a majority of a quorum of the 
Directors; provided that a copy of the proposed changes were given to each 
Director prior to such Meeting; and provided further that any change in the 
Organization Bylaws shall be coordinated with and approved by the Association 
Board of Directors.
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THE FOREGOING BYLAWS WERE DULY READ, CONSIDERED, DISCUSSED, AND 
APPROVED BY A MAJORITY OF THE BOARD OF DIRECTORS CONSTITUTING A 
QUORUM AT A MEETING DULY HELD ON [Enter date]. 
 
IN WITNESS WHEREOF, the President and Secretary of the Organization have 
subscribed to this instrument on the day and year above written. 
 

ALUMNI CHAPTER/AFFINITY ALUMNI CLUB 
OF THE UNIVERSITY OF NEVADA, LAS VEGAS ALUMNI ASSOCIATION, INC. 

 
By    
 
______________________________________________________________
 ___________________ 
President of ALUMNI CHAPTER/AFFINITY ALUMNI CLUB  Date 
 
By 
 
______________________________________________________________
 ___________________ 
Secretary of ALUMNI CHAPTER/AFFINITY ALUMNI CLUB Date 
 
By  
 
______________________________________________________________
 ___________________ 
UNLV Alumni Association Date 
Chair of Chapters and Clubs Committee 
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Mission, Vision, Goals - Template 
 
The mission of the UNLV ALUMNI CHAPTER/AFFINITY CLUB is to promote an 
academic and social  environment at UNLV that attracts, welcomes, and retains UNLV 
ALUMNI CHAPTER/AFFINITY CLUB students, faculty, and staff by...  
 
UNLV ALUMNI CHAPTER/AFFINITY CLUB seeks to support the UNLV ALUMNI 
CHAPTER/AFFINITY CLUB community at UNLV by celebrating achievements,  
acknowledging milestones, and representing concerns to the UNLV administration and 
community leaders.  
 
Short Term Goals:  

1. Increase awareness of UNLV ALUMNI CHAPTER/AFFINITY CLUB by reaching 
out to alumni and students,  creating social media presence (Facebook, LinkedIn, 
Instagram, Meetup).  

2. Host initial UNLV ALUMNI CHAPTER/AFFINITY CLUB "kick off" event  
3. Conduct membership recruitment event  

 
Long Term Goals:  

1. Support UNLV Alumni Association goals and objectives  
2. Increase club membership  
3. Host recruitment events & activities  
4. Execute effective alumni & club collaboration  
5. Actively participate in virtual/on campus activities for alumni, students and 

members  
6. Support diversity & inclusion initiatives  
7. Support STEM initiatives and activities  
8. Actively participate in social and community service and outreach projects that 

will  educate, enrich, enhance and empower all communities, especially those of 
color 

9. Engage students, faculty, staff and the community in issues concerning... 
10. Improve cultural awareness  
11. Facilitate mentorships for UNLV ALUMNI CHAPTER/AFFINITY CLUB 

students/young alumni 
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CHAPTER/ALUMNI CLUB Roster - Template 
 
Chapter/Club Name: 
Date of Last Election: 
Board Meetings Scheduled: 
 
Board Roster: Please list ALL board members who serve in a voting capacity on your 
chapter/club board. Please create a separate table for non-voting members/general 
chapter/club volunteers. 
 

Position Name Phone # Email UNLV 
Degree 

Info 

Chair of 
_____ 

Committee 

Term (Ex. 
2018 - 
2020) 

PRESIDENT       
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