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Section 1 Purpose of Procedures M anual

Section 1.01. As a constituency group of the Notre Dame Alu#ssociation {Associatiori), the Notre
Dame Senior Alumni Association (NDSA) is managed aperated by its Board of Directors
(“Board/"Directors) in accordance with the duly enacted Bylaws ofNIESA and in accordance with the
documents which govern the operations of the Usitseof Notre Dame and the Association. This
Procedures Manual is designed to facilitate the-aifmn of the NDSA by ensuring the application o t
Bylaws so as to most effectively further the miesimd goals of the NDSA as set forth in those Bglaw

Section 1.02. Amendment. The provisions of this Procedures Manual mayrberaled by a majority vote
of a quorum of Board Members. When the Board tdmeession, the Executive Committee may, at its
discretion, conduct a vote by email or telephonbyoany other means available to the individualrdoa
members.

Section 2 Procedures Relating to Directors

Section 2.01. Appointment of Directors. Using the NDSA Board Nomination Form, individudissiring

to serve on the Board shall submit, or allow aeutrBoard member to submit on his or her behalf, a
nomination to the Chair of the Administration, Fica, and Personnel (AFP) Committee. The nomination
shall include a statement of qualifications andh@uological listing of any leadership roles within

the Alumni Association network. In addition, thendidate shall submit a letter expressing the chateis
personal expectations, and illustrating his ordesire to serve and commitment to the provisiorth®f
document entitled "NDSA Regional Director Infornwettiand Responsibilities.” Copies of the NDSA
Board Nomination Form and the NDSA Regional Dire¢tdormation and Responsibilities Form can be
downloaded from the NDSA Website or obtained frbe €hair of the AFP Committee.

A. Nominations for Board positions to become opentdube expiration of a Board member's
term of office.

1. The AFP Committee shall determine an approprigdtedale, solicit nominations,
review nomination documents, and select a nomioeedch Board position to
become open.

2. Infulfilling these responsibilities, the AFP Conttae shall do the following:

a. Publish the announcement of the upcoming boardingems well as the
nomination schedule to all current and past memtietfse NDSA Board, all
NDSA Class Coordinators, and Class Secretariesteangest nominations from
them.

b. Verify to the candidate receipt of all required rivation documents.

c. Review all nomination documents and, if necessaugtact the candidates or
their nominators for additional or clarifying infoation.

d. Select a nominee for each open Board position.

e. Forward to the current members of the NDSA Boardenrtomplete
confidentiality the names of all nominees and supg documents and set a
deadline for the NDSA Board members' review androent.

f.  Review all comments and decide whether to go falweith the nominations.

g. Ifthe AFP decides not to go forward with a pafécunomination, it shall select
another qualified nominee from the proposed candgjand forward it to the
NDSA Board under the procedures set out in the alpavagraphs e. and f. If
no other candidates are deemed qualified thenetiiels shall be re-opened.

h. If the AFP decides to go forward with the nominasipit shall send the names to
the Executive Committee.

i. The Executive Committee shall submit the names®fibminees to the
Executive Director, NDAA, for final approval.
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j-  Upon approval of the nominations, the ExecutiveeBtior, NDAA, shall notify
the Executive Committee who shall then notify alhdidates, both selected and
non-selected, of the outcome of the nomination gsec

k. Upon disapproval of the nomination, the Executivee€tor shall notify the
Executive Committee, who shall notify the AFP. Tiwmination of the
disapproved candidate shall be terminated. The @&fmittee shall then
submit the nomination of another candidate, folluyihe above procedures.

[. If at any time during the nomination process an R®ard member comes
upon information that could possibly disqualify@minee, the board member
shall immediately notify the AFP Committee.

B. Nominations for Board positions due to a vacanauaing during the term of a Board
Member.
1. The AFP Committee shall determine an approprigdteddle, solicit nominations,
review nomination documents, and select a candiddi# the vacancy.
2. In fulfilling these responsibilities, the AFP Conttae shall do the following:

a. Publish the announcement of the vacant board padii all current and past
members of the NDSA Board and request nominaticm them.

b. Follow the same procedures set forth in the abavagraph A.2.

C. Responsibilities of current NDSA Board members.
1. Board members in the last year of Board membersidi submit the names of at
least two candidates for their replacement.
2. Board members who create a vacancy by prematwalyrig the Board shall, if
practical, submit the names of at least two caridgior their replacement.



Section 2.02. Board M eetings. Transportation and M iscellaneous Expenses.

A. Mestings. The Board shall hold three (3) regular meetinghegear: one (1) in the Fall, one
(1) in the Winter, and one (1) in the Spring. The&ltive Committee shall develop a three-
year schedule for future Board meetings. Thisdoleewill be updated annually and
presented during the Fall Board meeting. As agdmele, the Fall meeting will be held on
the Notre Dame campus on the days immediately dieger following a home football
game. The location and timing of the Winter meetinijbe determined by the Board at its
Spring Meeting, or by the Executive Committee amsas possible thereafter. The Spring
meeting shall be on campus and shall coincide withmay precede or follow, the
Association's annual Alumni Senate in late Apriearly May.

1. The Board may choose to invite former Board memteeelected sessions and
social events during regularly scheduled Board imget

2. The Administration, Finance and Personnel (AFP) @ittee shall record and
prepare all Board meeting minutes and summarieagdproval by the Executive
Committee and maintain all committee reports. Cottemireports shall be submitted
by each Committee Chair two weeks before the béuinof each Board Meeting.
The AFP Committee Chair, in collaboration with Wiee-Chair, shall publish copies
of the meeting minutes, meeting summaries, and dgtie@weports for all Board
members.

B. Transportation and Miscellaneous Expenses. During designated times when transportation
and miscellaneous expenses, as designated by Sityveolicy, are covered by the
Association, Board members shall be required torétdn expense report. Expense report
forms, as approved for University use, shall bérithisted to all Board members during their
meeting. Original receipts must accompany all egspewports. This is University policy and
no exceptions will be allowed. The Associationagtordance with University policy, shall

1. cover Board member expenses for travel, lodgind,cmtain scheduled meals
during the Fall and Spring meetings (spouse’s traxeenses are not included);

2. provide travel to any off-campus locations whenassary;

3. reimburse members at the most current rate presthly the University for accrued
mileage instances when Board members are askdiize their personal vehicles
for local travel relating to Board responsibilities

4. reimburse members incurring transportation expetwg&sm the South Bend
Regional Airport (members should attach a receiphé expense report);

5. reimburse members utilizing their personal vehicl&ravel back to campus for the
Fall and Spring Board meetings at the most cumatetprescribed by the University
for accrued mileage.

Rental cars, secured locally for personal use lar@members and/or their spouse
during regularly scheduled Board meetings, will betreimbursed as a travel expense.

Section 2.03. Regional Information. Directors representing a Region shall forwarejycof the most
recent Board meeting summary to the Senior Alunoor@inator (SAC) for each club within his or her
Region together with any other pertinent informati?Where an SAC has not been appointed, this
information shall be sent to the Club Presidentpi€s of all regional information, including repmrt
minutes and announcements, shall be copied toattiesponding Regional Director on the Alumni Board.

All Directors are required to submit a report te thhair of the Alumni Network and Events Commitbee
their communication efforts with the alumni cluladierships in their respective regions two weeksrieef
each of the three NDSA Board meetings. As neeatedpdated status report for each club in a Dirtscto
region shall also be submitted at this time.



Section 3 Procedures Relating to Committees

Section 3.01. Composition of Committees. The creation of and composition of CommitteethefBoard

shall be as follows:

A. Executive Committee
1. Officers

a.

Chair (liaison with Initiatives, Communications aRdblic Relations
Committees)

b. Vice-Chair (liaison with Administration, Financejch Personnel Committee)

c. Past Chair (liaison with Alumni Network Committee)

d. NDAA Board Representative (liaison between NDSA iBloend NDAA Board)

Responsibilities

a. Provide leadership and support for NDSA Board Memlie achieving the
Mission and Goals stated in the NDSA Bylaws

b. Establish annual Strategic Goals and report toMDAA Board and the NDAA
Office on progress toward achieving them

c. Coordinate with NDAA Board and NDAA Office to supptheir plans and
program where possible

d. Create an annual Budget and report to the NDSAdBaad the NDAA Office
on financial results and significant variances fieaodget, if any

e. Appoint Committee Chairs and work with the Chairpopulate their
Committees

f.  Work with NDSA Directors to establish their Comraétand Regional Goals
and monitor progress toward them

g. Determine NDSA Board needs for volunteer adjundis would provide skills
and resources not resident among current Board Memb

h. Set Board Meeting agendas

B. Standing Committees
Administration, Finance, and Personnel
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a.
b.

-

g.

The Controller is a member of the Committee

Keep an updated personnel spreadsheet contairergkitts, experiences, and
resources of current Board members

Solicit and evaluate new Board Members & Putz Awafidners

Solicit volunteer Board adjunct members who posspssific skills,
experiences, connections, and resources needée Board on an ongoing
basis

Record and publish minutes of Board Meetings

Receive Committee Reports from each Committee Givainveeks before each
Board Meeting and compile a summary for Board Memsihese during the
meeting

Receive and execute administrative tasks from stezftive Committee

Communications and Public Relations

a.

b.
c.
d.

Expand and enhance the “Brand Awareness” of NDSéranall sectors of the
Notre Dame population

Create and distribute our NDSA message, includieg\ewsletter

Update, expand the NDSA website and its capatsilitie

Research the needs of Notre Dame Seniors and h&twvikecan respond to
those needs



e.

Research and develop the most effective means iotairdng communications

with the entire Alumni population (Alums and Sulywslums of all ages),

especially our Senior Alums

1) Emails, Face Book, Twitter, blogs, Internet confieirg, personal contact

2) NDSA website

3) Printed Materials and their means of distribution

4) Regional Meetings and/or Free Conference Callsitifye catalogue, and
promote Best Practices examples from among theitéesi of Clubs,
Classes, and individuals

3. [Initiatives

a.
b.

Qo

Examples of possible subcommittees: individualatives or groupings thereof
Determine plans for existing Initiatives, includitogations, timetables, and
resources needed

Continued involvement of former Board members

Funding

Solicit input from the field on outstanding locd#laets which could/should be
considered for support through our national netwpechaps becoming new
national Initiatives

Evaluate existing Initiatives for possible repasiing within the Alumni
Association or removal from direct NDSA support

4, Alumni Network and Events

a.

Create, conduct, and participate in events desigmespand awareness of the
existence, mission, and goals of NDSA such asi(tended to be an exhaustive
list)

1) Reunions

2) Football Weekends

3) Alumni Senate

4) NDAA Board Meetings

5) Regional Meetings

6) Club UND events

7) Regional Initiatives conferences

8) Club Startup / Rejuvenation Mentoring

Examples of possible subcommittees: Clubs, SAGsIES

Coordinate recruiting of, and two-way communicatiath, SACs in both Clubs
and Classes including quarterly updating of SACt&ctinformation

Receive Regional Reports from each Director twoksdxefore each Board
Meeting and compile a summary for Board Membere’ disring the meeting
Receive feedback from our Alumni Network and disite appropriately for
quick and effective responses

Identify possible NDSA Board candidates and volengjuncts

Suggest NDSA "game plans" specific to Clubs andg$&a depending on their
size, location, demographics, and other relevargmeters.



Section 3.02. Committee Chairs. There shall be four (4) committee chairs appdaititg the Executive
Committee on July 1 of each year to oversee the(fustanding committees set forth in Section 3.8l
Committee Chairs shall be current members in gtaading of the NDSA Board. The Executive
Committee may, at its sole discretion, replacesassigh a Committee Chair at any time that it daters
such an action to be in the best interests of therdBand NDSA.

Each committee chair shall exercise such powersgpanidrm such other duties as the Board or therChai
may assign. Committee chairs may also be appototedersee ad hoc committees. These committees
shall meet independently of regular scheduled mgédiines, and report to the Executive Committeerwhe
requested. In some cases, at the discretion dxheutive Committee, an invitation may be extentdean
outgoing or former NDSA board member to serve wlantary capacity as an ad hoc committee chair.

Section 3.03. Emergency Election Procedures. If a vacancy occurs within the
Executive Committee; the Executive Committee shiathorize an emergency nomination and Board vote
to fill the vacancy until the next regularly schéstlelection.

Section 3.04. The Annual Reverend L ouisJ. Putz, CSC Award. The Annual Reverend Louis J. Putz,
CSC Award. The Reverend Louis J. Putz, CSC, wagtpiration and spiritual founder of NDSA. Irshi
memory, the Louis J. Putz, CSC, Award ("the Awaid"presented annually by the Notre Dame Alumni
Association (NDAA) to an individual (alumni or na@lumni) in recognition of the development and
implementation of social action programs that hemetributed to improving the lives of others. The
process and procedures for this award are as fellow

A. On or about April 15, the Chair of the Administoatj Finance, and Personnel (AFP)
Committee in coordination with the Alumni Officeadhrequest nominations for the Award
from the NDSA Board.

B. By August 20, the AFP Committee shall review alimioations and supporting documents,
select a recommended Award winner, forward to tireetit members of the NDSA
Board under complete confidentiality the name eftbcommended Award winner and
supporting documents, and set a deadline for thEAIBoard members' review and
comment.

C. The AFP Committee shall then review all comment$ @ecide whether to go forward with
the nomination. If there is compelling reasondject the nomination the AFP shall select
another nominee in accordance with Paragraph B.

D. Ifthe AFP Committee decides to go forward with timenination, it shall send the name and
supporting documents to the Executive Committe@MNDSA and report on its action at the
Fall Meeting of the NDSA.

E. The Executive Committee shall submit the name efrfitommended award winner along
with supporting documents to the Executive DirecIDAA, for final approval.

F. Upon approval of the nomination, the Executive Bioe shall notify the NDAA and
thereafter notify the Award winner.

G. Upon disapproval of the nomination, the ExecutiwieEtor shall notify the NDSA Executive
Committee. Thereafter, the search shall be re-@ghand the nomination process shall begin
again under the procedures set out in above Pataga

H. The Annual Reverend Louis J. Putz, CSC, Award dl®lpresented by the NDAA Board at
the following Alumni Senate meeting.

I. If at any time prior to the awarding of the honay &DSA board member shall come upon
information that could possibly disqualify the retmended nominee, the board member shall
immediately notify the AFP Committee.




