
 
NEW CHAPTER FORMATION PROCEDURES 
 
New CRB Chapters can be formed for two reasons: 
 
1. There is no existing CRB Chapter in the state and the members within that area 

desire one. 
2. Due to increasing size, geographic location or changing market conditions within the 

jurisdiction of an existing CRB Chapter, certain members of the Chapter may 
request that another Chapter be created either partially or completely within the 
jurisdiction of the existing Chapter. In either case, it is important that the interested 
parties adhere carefully to the following procedures when considering formation of a 
new Chapter. 

 
Steps for Chapter Formation in an Area Where No Chapter Exists 
 
When considering the formation of a new Chapter, first contact Council headquarters to 
apprise them of your intent. You will be sent an Official Charter Application Agreement. 
You must have twenty (20) or more interested persons to form a local CRB Chapter with 
a majority being Council members. 
 
After contacting the Council, the interested members should hold an organizational 
meeting. All Council members within the proposed Chapter jurisdiction should be notified 
of the meeting well in advance. The Council will provide a list and labels for these 
individuals, upon request. 
 
The purpose of this meeting is to elect officers and adopt Chapter bylaws. The Chapter 
bylaws adopted should follow closely the model Chapter bylaws developed by the 
Council. 
 
Following this first meeting, the Chapter should forward to the Council the names of 
officers, a copy of the meeting minutes, the bylaws, and the Official Chapter Application 
and Agreement as approved by the Chapter members. A typed list of all signatures on 
the Chapter application should accompany the application. 
 
Once all the required information has been submitted, requests for granting of a Chapter 
charter will be submitted to the Council’s Board of Directors for their approval. 
 
 
Steps for Chapter Formation in an Area Where a Chapter Already Exists 
 
The guidelines for formation of a new Chapter in the jurisdiction of an existing Chapter 
are more complicated. The existing Chapter must be open to this suggestion since it is 
necessary for the Chapter to relinquish part of its jurisdiction. Information must be 
supplied by the applicant group as well as by the existing Chapter. 
 
After notifying the existing Chapter and the Council of their intent, the applicant group 
should hold an organizational meeting for the purpose of considering the possibility of 



organizing a new Chapter. The existing Chapter should also be notified in writing of the 
time and place of the meeting and may authorize the Council to provide the names and 
labels of its members who have a place of business in the proposed jurisdiction. 
 
Upon receiving approval from the existing Chapter releasing the portion of its jurisdiction 
that is affected, the following information should be submitted to the Council: 
 
From the applicant group: 
 
1. Minutes from the organizational meeting, including the date and place the meeting 

was held. 
2. The names of those attending the meeting and their Chapter affiliation. 
3. The territory of the proposed jurisdiction with an accompanying map that clearly 

shows the boundaries of the proposed and contiguous Chapters in contrasting 
colors. (There should be a definite description of the territorial limits of Chapter 
jurisdiction. This description should be inscribed in detail on a map that has 
definable zip code boundaries.) 

4. A completed Official Charter Application and Agreement.  
5. A typed list of all signatures. There must be at least twenty (20) with a majority being 

Council members. 
6. A statement of reasons for the proposed formation. 
7. A statement of how the proposed new Chapter would better serve the interests of 

the membership in the geographic location being considered. 
8. A statement of the number and location of the proposed meetings to be held 

annually. 
9. The proposed Chapter name, membership dues, Chapter officers and committee 

chairs. 
10. A copy of the proposed Chapter bylaws. 
11. A copy of the Chapter’s proposed model strategic plan. 
 
From the existing group: 
 
1. The Chapter must submit to the Council in writing its approval to release a portion of 

its jurisdiction. The members of the existing Chapter must vote to release that 
portion of the Chapter’s territory at a regular or special meeting as stated in the 
Chapter bylaws. 

2. Minutes from the meeting, including the date and place at which the vote took place. 
3. The names of those attending the meeting and their Chapter affiliation. 
4. Territory to be released with accompanying map clearly showing jurisdiction of 

proposed and contiguous Chapters in contrasting colors. 
5. Any proposed Chapter name change (if applicable). 
6. Any proposed new officers (if applicable). 
7. A revised list of at least twenty (20) Chapter members (a majority must be Council 

members). 
 
After all the required information has been submitted, the request for granting a Chapter 
Charter, or changes in jurisdiction, will be submitted along with the required documents 
to Council headquarters for review by the Council’s Board of Directors. 



 
 
 

Chapter Charter Application & Agreement 
 

 

REQUEST FOR APPROVAL TO BE CHARTERED AS 
 

THE   ___________________ CRB CHAPTER 
of the 

Council of Real Estate Brokerage Managers, a not-for-profit affiliate 
of the 

NATIONAL ASSOCIATION OF REALTORS®. 
 
SECTION I 

1. This organization hereby requests approval and status within the organizational structure 
of the Council of Real Estate Brokerage Managers. 

2. We agree to be known as the       CRB Chapter of the 
Council of Real Estate Brokerage Managers. 

3. The territorial limits of this Chapter shall be confined to the following: 
Give a definite description of the territorial limits of the chapter and include definable 
boundaries such as county, parish, township, section lines, major city or country roads or 
zip codes.  Attach an addendum to this application if necessary for adequate description 
of jurisdiction.  This jurisdiction shall be no smaller than the Local Board and shall be a 
size that allows members to receive proper service from all chapters. 

 
            
  
            
  

4. The purposes of this Chapter shall be: 
a. To provide members with the educational, informational and networking resources 

necessary to compete and succeed in the real estate marketplace. 
b. To promote and safeguard the professional integrity of the CRB designation. 
c. To provide a local forum for advanced training and professional development. 

5. We agree that we have or will adopt bylaws as set forth in the Council Model Chapter 
Bylaws.  Certain aspects of chapter activities and programs have been deemed to have 
direct bearing on, and relationship to, the policies and procedures of the Council and 
require uniformity of treatment.  We also agree: 
a. The granting of a charter for creation of a chapter describing jurisdiction at that time 

shall not abridge the right of the Board of Directors to subsequently alter that 
jurisdiction. 

b. While CRB designees, candidates, and regular members within the jurisdiction of a 
chapter are encouraged to affiliate with the chapter, membership will be on a 
voluntary basis.  We may not exclude CRB designees, candidates, and regular 
members from membership. 

c. We must advise the Council of officers elected and amendments to chapter bylaws, 
which must be consistent with the Model Bylaws, Council policy and guidelines, and 



chapter maintenance requirements.  The Council shall require us to report all 
elections, bylaw changes/amendments, and membership lists on an annual basis. 

d. It is the policy of the Council to maintain mutually beneficial working relationships 
with state associations and local boards.  We are expected to follow this policy in 
our jurisdiction. 

e. In planning activities, we will avoid conflicts with regularly scheduled Council 
meetings, courses, seminars, and conferences.  Educational programs should be 
consistent with policies established from time to time by the Council.  While we may 
conduct seminars on one or more facets of Council educational material in greater 
depth and detail than is given in the Council offering, we shall not conduct 
educational sessions that substantially duplicate or are intended to substitute for a 
Council management education program. 

6. We hereby agree to be bound by the national bylaws now in force.  We further agree to 
be bound by and operate within the scope of those bylaws as they may be amended in 
the future.  We agree to be bound by the operational resolutions of our national 
organization. 

7. This Chapter is to bear sole responsibility of managing, supervising, directing and 
controlling the business, funds, assets, and property of this association and is expected 
to create and submit to the Council Chapter operational resolutions to accomplish the 
above. 

8. This Chapter has a minimum of twenty (20) members consisting of CRB designees, 
candidates, regular, affiliate, and non-resident members.  Section II of this document 
represents these individuals.  

9. This Chapter has elected Officers with the President and President-Elect being active 
CRB designees.  Section III of this document represents the Board of Directors and 
committee chairs. 

10. The fiscal year of this Chapter shall be January 1st through December 31st. 
11. Election of officers shall be held each year with newly elected officers taking office on a 

to be determined date. 
 
Respectfully submitted, 
 
President: 
             

(please print name)   (please sign name)   Date  
 
Forward Recommending Approval by the Director Member Services: 
 
  Yes   No    Date:      
 
 
Approved by the Council of Real Estate Brokerage Managers Board of Directors: 
 
  Meeting  Teleconference  Date:      
 
            

Council Chief Executive Officer    Date 
Attachments: 

  Section II – Listing/Roster of Charter Members (minimum of twenty) including all contact 
information. 

  Section III – Elected Officers Reporting Form. 

  Approved Chapter Bylaws. 

  Approved Strategic Plan. 

  Minutes from the meeting held for the purpose of Chapter organization.



 
 
 

Chapter Charter Application & Agreement 
 

 

SECTION II:  Membership Descriptions 

1. Council members: 
a. CRB designee – active members (dues paid) who have been awarded the 

Certified Real Estate Brokerage Manager designation. 
b. Candidate – active members (dues paid) currently enrolled in the CRB 

Designation Program. 
c. Regular – active members (dues paid) who are not working toward the CRB 

designation but wish to affiliate themselves with the Council of Real Estate 
Brokerage Managers and receive the publications. 

2. Non-member REALTOR®/REALTOR® Associate: These individuals are not members 
of the Council of Real Estate Brokerage Managers, but are active members of a local 
board or state association of REALTORS®. 

3. Affiliate Member: These are non-Council members and may be members of a local 
board or state association of REALTORS® as an Affiliate (i.e. lenders, mortgage 
bankers, relocation companies). 

4. Non-Resident Member: Council members in good standing of another Council 
chapter shall be entitled to non-resident membership. 

 
MEMBERSHIP COUNTS 
 
  CRB designees   Candidates    Regular Member 
 
  Non-Council Member     Affiliate Member    Non-resident Member 
 
 

Please attach a detailed listing of the Charter Members including 
name, address, phone, fax, email. 
 
 



 

Chapter Charter Application & Agreement 
 

 
 

SECTION III:  Elected Officers Reporting Form 
 
CRB Chapter        For year      

 
 

PRESIDENT 
 
Name             
 
Firm             
 
Address            
 
City/State/Zip Code           
 
Phone/Fax/Email           
 
 
 
 

VICE PRESIDENT/PRESIDENT-ELECT 
 

Name             
 
Firm             
 
Address            
 
City/State/Zip Code            
 
Phone/Fax/Email           

 
 
 
 

ADMINISTRATOR (if any) 
 

Name             
 
Firm             
 
Address            
 
City/State/Zip Code            
 
Phone/Fax/Email           

 
 

Submitted by        Date      



 

 

OFFICIAL CHAPTER GUIDELINES 

This statement of policy was approved by the Council of Real Estate Brokerage 
Managers (herein referred to as “Council”) Board of Directors on October 2, 2001.  
Effective December 1, 2001, this statement will replace all previous policies approved by 
the Council of Real Estate Brokerage Managers. 
 
The establishment and operation of Council Chapters shall be consistent with the 
following guidelines, leaving chapters a wide range of decisions, including, but not 
limited to, election of officers, dues, meetings, and committee appointments.   
 

1. The purpose of chapters will be: 

a. To provide members with the educational, informational and networking 
resources necessary to compete and succeed in the real estate marketplace. 

b. To promote and safeguard the professional integrity of the CRB designation. 

c. To provide a local forum for advanced training and professional development. 

2. Charter Requirements 

a. A minimum of twenty (20) active CRB designee or candidate members must 
submit an application for chapter charter. 

b. Chapters can be made up of the following groups: 

i. Active CRB designees 

ii. Active candidates 

iii. Active Council regular members 

iv. REALTOR® or REALTOR® Associates (non Council members) 

v. Affiliate members (e.g. lenders, mortgage bankers, etc.) 

vi. Non-resident members (members of another Council Chapter) 

c. Chapter jurisdiction may be requested and established at the time the application 
is submitted.  All proposed jurisdictions require clear and definable locations. 

d. All elected officers must be active members of the Council, with the 
President and President Elect being an active CRB designee. 

3. Chapters are required to adopt bylaws as set forth in the Council Model Chapter 
Bylaws.  Certain aspects of chapter activities and programs have been deemed to 
have direct bearing on, and relationship to, the policies and procedures of the 
Council and require uniformity of treatment. 

a. The granting of a charter for creation of a chapter describing jurisdiction at that 
time shall not abridge the right of the Board of Directors to subsequently alter that 
jurisdiction. 

b. While CRB designees, candidates, and regular members within the jurisdiction of 
a chapter are encouraged to affiliate with the chapter, membership will be on a 
voluntary basis.  Chapters may not exclude CRB designees, candidates, and 
regular members from membership. 

c. Chapters must advise the Council of officers elected and amendments to chapter 
bylaws, which must be consistent with the Model Bylaws, Council policy and 



guidelines, and chapter maintenance requirements.  The Council shall require 
chapters to report all elections, bylaw changes/amendments, and membership 
lists on an annual basis. 

d. It is the policy of the Council to maintain mutually beneficial working relationships 
with state and local associations.  Chapters are expected to follow this policy in 
their jurisdiction. 

e. In planning activities, chapters should avoid conflicts with regularly scheduled 
Council meetings, courses, seminars, and conferences.  Educational programs 
should be consistent with policies established from time to time by the Council.  
While a chapter may conduct seminars on one or more facets of Council 
educational material in greater depth and detail than is given in the course, it 
shall not conduct educational sessions that substantially duplicate or are 
intended to substitute for a Council course. 

 
OBJECTIVE #1 – Provide Effective Chapter Administration and 
Management 
 

1. Determine if the Chapter wishes to establish annual dues (amount, if any, to be 
determined by chapter.) 

2. Submit an annual IRS tax reporting form (Federal Tax ID number) if necessary. 

3. Submit an annual chapter activity and financial report to the Council Board of 
Directors for review. 

4. Hold annual election of officers (follow instructions as stated in the Model Bylaws.) 

5. Provide Council staff with names of new officers within thirty (30) days of election. 

6. Responsibility of officers will be consistent with those established by the Council. 

7. Maintain a viable business/operating plan and submit annually to the Council. 

8. Hold business and/or general meetings each year. 

a. Hold at least ONE general business meeting per year. 

b. Create minutes and mail to membership and Council. 

c. Officers must attend business meetings unless excused. 

9. Provide timely communication to chapter members on upcoming events and 
meetings. 

a. Provide newsletters or other forms of communications to membership at least 
two times each year. 

b. Copy Council staff on all chapter communications (including minutes, 
newsletters, etc.) 

c. Respond promptly to all Council communications, surveys directed towards 
chapters and their officers. 

10. Require chapter representation at national meetings. 

a. The Council has formed a Chapter Leadership Committee.  At least one but no 
more than two chapter representatives from each chapter will serve a one-year 
term on this committee. 

11. Maintain chapter leadership continuity from year to year. 

a. Hold annual elections each year (follow election guidelines as stated in model 
bylaws.) 



b. Set election time frames (officers shall take office on January 1st.) 

c. An elected President cannot hold office for more than two successive terms. 
 
OBJECTIVE #2 – ESTABLISH PROGRAMS FOR CHAPTER GROWTH 
 

1. Design and implement a chapter membership recruitment and retention campaign. 

a. The Council shall provide sample application formats for chapter use and 
implementation. 

b. Appoint a membership committee chairperson. 

c. Submit an annual membership listing to the Council. 

d. Submit an annual prospect listing to the Council. 

2. If dues are collected, maintain a fiscally sound chapter. 

a. Collect annual membership dues. 

b. Maintain a minimum treasury level equaling 5% of annual collected dues. 

3. Maintain cooperation between chapter and local/state association officers and its 
staff, the Council officers and its staff. 

4. Provide a local forum for the instruction and discussion of management topics. 

a. Schedule at least one management education program. 

b. Provide the Council with information on each scheduled program at least two 
months prior to the event. 

 
CHAPTER FORMATION MODEL AGENDA 

I. Call to Order 

II. Roll Call 

III. Motion for intent to form chapter 

IV. Consideration of Chapter Bylaws 

V. Name of chapter (adhere to requirements) 

VI. Territorial jurisdiction(s) (to be determined by the chapter) 

VII. Establish dues rate (if any) 

VIII. Schedule annual meeting(s) 

IX. Election of officers 

a. President 

b. Vice-President 

c. Secretary 

d. Treasurer 

X. Appointment of Committee Chairs 

a. Membership recruitment 

b. Public Relations/Promotion 

c. Other 

XI. Adjournment 



 
 

 
Model Chapter Bylaws 

 
 
All Chapters must adhere to the most recent Model Chapter Bylaws.  The Model Bylaws 
are considered a living document, and should be updated to reflect practices in an ever-
changing world. 
 
All Chapters must adhere to the Model Bylaws on their effective date.  When the Model 
Chapter Bylaws are updated, each Chapter should immediately update its bylaws and 
submit them to the Council for the Chapter file. 
 
A vote by the Chapter membership is not required when the Council changes the Model 
Bylaws.  However, it is strongly recommended that Chapter members be notified of Model 
Bylaw revisions. 
 
The Member Services Committee and the Council’s Board of Directors must approve any 
deviation from the Model Bylaws.  The procedures for revising Chapter Bylaws are 
detailed in the Chapter Operations tab in the Chapter Leadership Manual. 
 
 
Three Year Review 
 
All Chapters are required to review their bylaws every three (3) years and have them 
approved by the Chapter Leadership Committee and the Council Board of Directors. 
 
 
Deadlines for Submitting Chapter Bylaws 
 
Requests for revisions to chapter bylaws and bylaws submitted to complete the three-year 
review requirement must be submitted at least thirty (30) days in advance of the Council’s 
National Meetings. 



 
                                                    CRB CHAPTER 

of the 
COUNCIL OF REAL ESTATE BROKERAGE MANAGERS 

An Affiliate of the NATIONAL ASSOCIATION OF REALTORS® 
(as amended on _____________, 200____) 

 
 
Article I - Objectives 
 
1. As a Chapter of the Council of Real Estate Brokerage Managers of the NATIONAL 

ASSOCIATION OF REALTORS® (herein further referred to as the Council), the 
objectives of the chapter shall be as follows: 
a. To provide the opportunity for its members to improve their management ability 

and profitability. 
b. To promote and safeguard the professional status of the CRB designation. 
c. To provide a local forum for the instruction and discussion of the management 

topics which are the foundation of the CRB designation. 
2. In the execution of the purpose and mission set forth in this ARTICLE, the Chapter 

shall at all times conduct its activities, programs and practices in a manner consistent 
with the policies of the Council. 

 
 
ARTICLE II - Chapter Jurisdiction and Chapter Charter 
 
1. The jurisdiction of the Chapter is defined as follows: 

(For Chapters that do not cover an entire state, please include the zip codes of areas 
that are covered.) 

              
 
              
 
              
 
2. The jurisdiction of the Chapter shall be that jurisdiction assigned to it by the Council.  

Therefore, the jurisdiction of the Chapter as defined in Section 1 of this ARTICLE II 
shall be automatically amended, without further action or approval by the Officers, 
Board of Directors or Members of the Chapter, to incorporate any changes in 
jurisdiction of which the Chapter is notified by the Council. 

3. In the event that the charter issued by the Council to the Chapter is revoked by the 
Council pursuant to Section 4 hereof, the Chapter shall immediately cease all activities 
and functions as a Chapter of the Council of Real Estate Brokerage Managers; and 
the officers without further direction of the Board of Directors or membership of the 
Chapter, except as required by law, are hereby authorized, empowered, and directed 
to conclude the affairs of the Chapter, settle or pay all outstanding obligations, and 
cause the Chapter to be dissolved. 

4. Dissolution of the Chapter as described in Section 3 of this Article II shall occur upon 
revocation of the charter issued to the Chapter by a majority vote of the Council Board 
of Directors in accordance with procedures established by the Council, which 
guarantee the Chapter or its representatives the opportunity to be heard. 

 



5. On dissolution of the Chapter, any funds remaining shall be distributed to the Council 
of Real Estate Brokerage Managers, provided it is exempt from the payment of federal 
income taxes under any subsection of Section 501 (c) of the Internal Revenue code of 
1986, and if not, then to any one or more regularly organized and qualified 
professional societies, trade association, or charitable, educational, scientific, or 
federal income taxes under any subsection of Section 501 (c) of the Internal Revenue 
Code of 1986 to be selected by the Chapter's Board of Directors. 

 
 
ARTICLE III - Chapter Membership 
 
1. All Members residing in or having a place of business within the jurisdiction of the 

Chapter, or a place of business in a contiguous area which is not within the assigned 
jurisdiction of any Chapter, shall be eligible for Chapter membership, provided they are 
also Members in good standing of the NATIONAL ASSOCIATION OF REALTORS®. 
There shall be six (6) membership classes:  Council Members: 1) CRB designee, 2) 
Candidate Member, 3) Regular Member; 4) REALTOR® and REALTOR® associate, 5) 
Affiliate member, and 6) Non-Resident Member. 

2. CRB designees shall be Members and shall enjoy all rights and privileges of 
membership, including the right to hold office and to vote. 

3. Candidate Members shall be members and shall enjoy all rights and privileges of 
membership, including the right to vote and the right to hold office except that of 
Chapter President and Chapter President-Elect. 

4. Regular Members shall be members and shall enjoy all rights and privileges of 
membership including the right to vote and the right to hold office except that of 
Chapter President and Chapter President-Elect. 

5. Council Members (CRB designees, Candidates, and Regular Members) in good 
standing of another Council Chapter shall be entitled to Non-resident Membership.  A 
Non-resident shall enjoy all rights and privileges of Chapter membership except the 
right to vote and hold office. 

6. REALTORS® and REALTOR® associates shall be members and shall enjoy all rights 
and privileges of Chapter membership except the right to vote and hold office. 

7. Affiliate members shall be members and shall enjoy all rights and privileges of Chapter 
membership except the right to vote and hold office. 

8. The Council of Real Estate Brokerage Managers (in the person of the Chief Executive 
Officer of the Council) shall be the Council Member of the Chapter.  The Council 
Member shall not be entitled to hold office or to vote except on any changes proposed 
to the Articles of the Bylaws of the Chapter. 

 
ARTICLE IV - Chapter Meetings 
 
1. The President of the Chapter shall schedule not less than one regular membership 

meeting each year at such times as the President, in consultation with the Board of 
Directors, may deem convenient.  The President may hold such additional special 
membership meetings as deemed necessary and must hold a meeting whenever 
requested by one-third of the Board of Directors. 

2. All Members shall be provided with written notice of any meeting of the membership 
not less than 21 days prior thereto. 

3. A quorum for any regular or special meetings of the Chapter shall be ten percent 
(10%) of the Members in good standing of the Chapter or five (5) Members, whichever 
is greater. 

4. All meetings of the Chapter shall be conducted in accordance with Roberts Rules of 
Order, latest edition, in all instances wherein its provisions do not conflict with these 



Bylaws or other regulations and rules adopted by the Chapter. 



ARTICLE V - Chapter Dues and Fees 
 
1. The annual dues of the CRB Designee, Candidate, Regular Member, Non-resident 

Member, REALTOR® and REALTOR® associate member, and Affiliate member shall 
be those determined from time to time by the Board of Directors, provided, however, 
that the dues payable by Non-resident Members shall not exceed the dues payable by 
CRB designees, Candidates, Regular Members, REALTOR® and REALTOR® 
associate, and Affiliate members. 

2. No dues shall be payable by the Council Member. 
3. Dues shall be payable on or before January 31 of each year except as otherwise 

authorized by the Board of Directors.  Any Member failing to make payment by March 
31 shall be terminated as a member automatically and without further notice than this 
Bylaw. 

4. No initiation or membership application fee may be payable; however, if a member is 
terminated for non-payment of dues and thereafter seeks to reapply for membership, a 
reinstatement fee shall be payable as determined by the Board of Directors.  The 
reinstatement fee is not to exceed one year of annual Chapter dues. 

5. Applicants for membership on or before June 30 shall pay the full annual dues; 
applicants for membership after June 30 shall pay one-half the annual dues.  The dues 
payable shall accompany any application for membership. 

6. Upon the prior approval of two-thirds of the Chapter Members, the Chapter may levy 
and collect special assessments to be used for such general or special purposes 
approved by such Members.  Any Member who fails to pay such special assessment 
within ninety (90) days of receiving notice thereof may be terminated from membership 
as in the case of non-payment of dues.  The Council Member shall not be subject to 
any assessment.   

7. There shall be a Chapter bank account into which all dues and assessments shall be 
paid and from which shall be paid the obligations of the Chapter.  The Chapter must 
maintain a minimum treasury level equaling 5% of annual collected dues. The Chapter 
may establish such other savings and investment accounts as the Board of Directors 
may deem appropriate from time to time, but no funds of the Chapter shall be 
commingled with the funds of any officer or member at any time, directly or indirectly. 

 
 
ARTICLE VI - Board of Directors and Officers 
 
1. The Board of Directors shall be the governing body of the Chapter.  Members of the 

Board of Directors shall be the elected officers, the Chairmen of all standing 
committees, and the immediate past-president. 

2. The President of the Chapter shall serve as Chair of the Board of Directors. 
3. All Designees, Candidates and Regular Members of the CRB Council may serve on 

the Chapter’s Board of Directors and shall be eligible to serve without limit provided 
they are members in good standing with the Chapter, the CRB Council and the 
NATIONAL ASSOCIATION OF REALTORS®. 

4. The term of office of each elected member of the Board of Directors shall be one year 
or until his or her successor is elected and qualified.  In the event of a vacancy among 
the elected Members of the Board of Directors, the remaining Members of the Board 
shall elect a Member of the Chapter to serve the remainder of the term. 

5. The Board of Directors shall hold not less than one regular meeting each year.  Such 
meetings shall be held incident to the regular meetings of Members.  Additional 
meetings of the Board of Directors may be called at the direction of the President or 
upon the written request of not less than one-third of the Members of the Board. 



 
 
6. The Secretary shall mail a written notice to each Member of the Board not less than 

ten (10) days prior to each such meeting of the Board unless all Board Members waive 
the right of such notice in writing.  Attendance at any such meeting shall constitute 
waiver of such notice unless the Member explicitly indicates that his attendance is 
solely for the purpose of objecting to the failure to provide notice. 

7. A quorum of the Board shall consist of fifty percent (50%) of the Board Members, 
provided at least fifty percent (50%) of the elective officers are present. 

8. A letter of resignation must be submitted by the resigning officer(s) to the Council, with 
a letter of explanation, to be accepted and officially approved by the Council prior to 
appointment(s) by the Chapter Board of Directors.  In the absence of a letter of 
resignation, a request may be made of the Council by the highest ranking officer not 
involved, to send a certified letter to the resigned elected individual confirming 
resignation. 

 
 
ARTICLE VII - Officers and Elections 
 
1. The elective officers of the Chapter shall consist of a President, Vice 

President/President-elect, Secretary and Treasurer or a combined position of 
Secretary/Treasurer. 

2. The elected officers shall have such duties as normally accrue to their offices and as 
may be assigned to them from time to time by the Board of Directors.  The President 
shall be an ex-officio Member of all committees. 

3. The officers shall be elected for a term of one (1) year beginning January 1 and shall 
serve until their successors are elected and qualified.  In the event any office, except 
the office of President, becomes vacant, the Board shall elect from their number a 
person to serve for the remainder of the term.  In the event the office of President 
becomes vacant, the Vice President shall automatically become the President during 
the remainder of the term. 

4. Officers shall be elected at the annual business meeting to be held prior to the annual 
convention of the NATIONAL ASSOCIATION OF REALTORS® each year and shall 
take office as of January 1, following the annual Convention of the NATIONAL 
ASSOCIATION OF REALTORS®. 

5. All newly elected Chapter Officers and/or their representative shall attend the New 
Chapter Officer Orientation program held in conjunction with the Chapter Leadership 
Committee meeting during the November REALTORS® Convention & Expo.  The 
expenses of attendance at such program shall be borne by the local Chapter and/or 
attendee but in no event by the Council of Real Estate Brokerage Managers. 

6. Members for Chapter offices shall be nominated as follows: 
a. The President with the consent of the Board of Directors shall appoint a 

Nominating Committee prior to the membership meeting at which the election is to 
occur.  The Nominating Committee shall consist of not less than three (3) but no 
more than five (5) members and shall be chaired by the Immediate Past-President.  
The President shall not be a member of the Nominating Committee.  Those 
members on the Nominating Committee will not be allowed to nominate himself or 
herself for a position. 

b. The Nominating Committee shall nominate at least one person for each office to 
be filled and the Secretary shall notify the membership of the slate of nominees by 
written notice at least 30 days prior to the date of election. 

c. Minimal criteria guidelines for President and President Elect/Vice President: 
i. A CRB designee member in good standing of the Chapter, Council and 



NATIONAL ASSOCIATION OF REALTORS®. 
ii. Has served on the Chapter Board of Directors within the last five years. 
iii. Has served as a chair of a committee within the last three years. 
iv. Item ii and iii are waived the first three (3) years of the Chapter’s existence  

d. The Secretary shall receive and place on the ballot additional nominations received 
in writing, provided each nomination is supported by at least ten percent (10%) of 
the Chapter membership, excluding the Council Member, and the nominee has 
consented in writing to accept nomination. 

e. The Chapter shall conduct a Transition meeting each year no later than December 
31.  The purpose of this meeting will be for the incoming Officers and Chairs to 
meet with the outgoing Officers and Chairs to discuss the past and current projects 
and to pass down the books. 

f. No officer may serve more than a two-year consecutive term in any one position. 
7. Eligibility for voting shall be based on the official roster of all members in good standing 

thirty (30) days prior to election. 
8. The Secretary shall provide the Council with the names of the newly elected Chapter 

Officers no later than thirty (30) days after the date of election. 
 
 
ARTICLE VIII - Removal of Officers or Directors 
 
In the event that an Officer or Director is deemed to be incapable of fulfilling the duties for 
which elected, but will not resign from office voluntarily, the Officer or Director may be 
removed from office under the following procedure. 
 
1. A petition for the removal of such Officer or Director signed by not less than one-third 

of the voting membership or a majority of all Directors shall be filed with the President, 
or if the President is the subject of the petition, with the Vice President, and shall 
specifically set forth the reasons for removal of the individual from further service. 

2. Upon receipt of the petition, and not less than twenty (20) days or more than forty-five 
(45) days thereafter, a special meeting of the voting Members of the Chapter shall be 
held, and the sole business of the meeting shall be to consider the charge against the 
Officer or Director and to render a decision on such petition. 

3. Notice of the special meeting shall be mailed to all voting Members at least ten (10) 
days prior to the meeting, and shall be conducted by the President unless the 
President's continued service in office is being considered at the meeting.  In such 
case, the Vice President shall conduct the meeting of the Members.  The Officer or 
Director who is the subject of the petition shall be permitted to appear and address the 
Members, either in person or through a representative.  Provided a quorum is present, 
a three- fourths vote of Members present and voting shall be required to approve the 
petition and remove the Officer or Director. 

4. The Council has the authority to remove Officers by action of the Council Board of 
Directors. 

 
 
ARTICLE IX - Committees 
 

1. There shall be a Nominating Committee appointed annually as provided in Article VII 
of these Bylaws. 

2. The President, with the advice and consent of the other elective officers, shall 
appoint the Chairman and all Members of the standing committees.  Members of 
standing committees shall serve for a term of one year. The President, with the 



advice and consent of the Board of Directors, shall determine the number of 
Members on each committee, but no committee shall have less than three (3) 
Members.  The following standing committees shall be established and maintained 
by the Board of Directors at such time as Chapter membership and activities can 
justify them. 
a. Membership – to promote attainment of the designation and assist members in 

the program to fulfill requirements. 
b. Budget/Finance – to monitor and manage the fiscal resources of the Chapter 

and recommend changes when necessary.  Review budget requests and 
adjustments and determine fiscal appropriation based on priorities and fiscal 
resources available to the Chapter.  Create the annual Chapter budget based on 
current and approved future programs to ensure sound business practices and 
adherence to budget funding and policy.  

c. Education/Program – to plan and promote regularly scheduled meetings, plan 
the business programs, and obtain speakers when needed.  To plan and 
promote programs aimed at Chapter members, Local Boards and State 
Associations. 

d. Communications – to develop and send newsletter to members of the Chapter 
that will inform the members of meetings, programs, and general information. 

e. Public Relations – to make the most newsworthy items and events public, 
thereby making the public aware of information that will be beneficial. 

f.    Strategic Planning – to develop a plan of three to five (3-5) years to charter the 
direction of the Chapter.  Chair to be immediate Past President. 

3. With the consent of the Board of Directors, the President may establish such special 
committees as may be determine necessary and appoint the Members thereof, 
including the Chairman.  Each special committee and the terms of all Members 
thereof shall expire automatically on the anniversary date of its creation or when its 
purposes have been accomplished, whichever occurs first. 

 
 
ARTICLE X - Fiscal Year 
 
The fiscal year of the Chapter shall be January 1 through December 31. 
 
 
ARTICLE XI - Amendments and Restrictions on Chapter Powers 
 

1. The Designee Membership of the Chapter may at any regular or special business 
meeting amend the Chapter Articles of the Bylaws, provided that all Members have 
been notified by mail of the proposed Bylaws changes. 

2. To become effective, 
a. An amendment to these Bylaws must receive a favorable vote of two-thirds of 

all the Members present at the meeting at which such amendment is 
considered and, if so approved, a favorable vote of the Council Member. 

b. The vote of the Members required under 2(a) shall be cast in person or by 
written proxy at a duly constituted meeting at which a quorum is present, 
provided the substance of the proposed amendment is included in the notice 
of the meeting and provided further that proxies shall not be counted in 
determining the presence of a quorum. 

c. The vote of the Council Member shall be cast by action of the Chief Executive 
Officer of the Council upon receipt of a copy certified by the Secretary of the 
Chapter of the proposed amendment as approved by the Chapter Members. 



d. No amendment to these Bylaws shall become effective until written notice is 
received that the Council Member has voted favorably on it. 

e. The bylaws must be reviewed and approved by the Council’s Board of 
Directors every three (3) years. 

3. The Chapter shall not commit the Council of Real Estate Brokerage Managers to 
any financial obligation unless the responsible officers thereof authorize such 
commitment in writing. 

4. The Chapter shall not speak for or act in the name of the Council of Real Estate 
Brokerage Managers without prior written approval of the responsible officers of the 
Council.   

5. The Chapter may apply for tax-exempt status from federal taxation under Section 
501(c) (6) of the Internal Revenue Code, and shall not engage in any activities or 
take any action that will jeopardize such exempt status. 

6. All funds of the Chapter shall be used exclusively to carry out the purposes and 
objectives of the Chapter as set forth in these Bylaws.  No funds shall be diverted 
from such purposes for the personal benefit of any Member or other person. 

7. The following items can only be approved by a vote held during an official meeting: 
a. Election of officers 
b. Expenditures that exceed the lesser of $1,000 or 25% of approved budgeted 

expense. 
c. Replacement of an officer. 

 
 
ARTICLE XII – Financial Responsibility 
 

1. A Budget/Finance Committee shall be appointed by the Chapter President with the 
President Elect or Vice President serving as the Chair.  Membership on this 
committee shall include at least one Chapter Past-President, one member of the 
Education Committee, one member of the Membership Committee and the 
Treasurer. 

2. The Chapter Budget for the next fiscal year shall be drafted by the committee and 
reviewed by the Vice President and Treasurer in August/September of each year.  
A copy of the proposed budget should be sent to the Chapter members 
accompanied by proper notification of the meeting in which the budget will be 
presented and discussed by the chapter members.  A copy of the budget, once 
approved, should be forwarded to the Council. 

3. Chapters are required to institute procedures to ensure proper fiscal responsibility.  
The minimum requirements which shall be implemented are: 
a. Ensure that checks written are authorized by: 

i. Two signatures, or 
ii. FAX approval of checks, or 
iii. Bonding of the Chapter Treasurer, or 
iv. Bank restrictions on checks over a certain amount, or 
v. Such other procedures approved by the Council that will accomplish 

security over checks written. 
b. Ensure that bank statements are reconciled promptly by: 

i. Reconciliation of monthly bank statements by the Treasurer, State 
Association of REALTORS® administrative staff, or appropriate 
party.  Such reconciliation is to be verified by the Chapter President 
or other designated individual. 

ii. Such other procedures approved by the Council that will ensure 



prompt reconciliation. 
c. An annual internal audit be conducted by the Chapter Treasurer and/or other 

appropriate staff or individuals, in addition to one other Chapter Officer, and 
submitted to the Chapter President for responsibility transfer to the incoming 
Board of Directors.  The Audit committee can include anyone except the 
immediate past president in order to keep the committee independent and 
impartial.  A copy of the audit, once completed, shall be forwarded to the 
Council. 

 
4. The Chapter is encouraged to provide for the Chapter President to attend the two 

National Meetings. 
5. The Chapter that has obtained the tax exempt status is required to submit an 

Information Tax Return (Form 990) if its gross receipts or assets “normally exceed” 
$25,000 in any annual accounting period. 

6. The Chapter shall develop an Expense Report that must be used for any budget 
fund reimbursement. 

7. Upon dissolution, if the Chapter is incorporated, the Chapter must wind down its 
affairs and dissolve in accordance with the laws in the state of incorporation. 
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