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Agenda

Meet your trainer

Warm Up

Cardio

Cool Down

Stretching
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Meet the presenter
Cynthia is the CEO of the Brunswick 
County Association of REALTORS 
located at the southern beaches of 
North Carolina (don’t be jelly).  

18 Years
RCE, CAE
IT/Tech
Mom
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What I looked like when I started in 2005
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NAME

2
WHERE ARE YOU FROM – INCLUDE STATE

4
HAVE YOU EVER WORKED IN AN ASSOCIATION BEFORE?
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3
HOW MANY MEMBERS?

5
HOW LONG HAVE YOU BEEN RING LEADER?
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Let’s Start at the Beginning



LOCAL LEVEL OF THE LARGEST TRADE ASSOCIATION IN THE US
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NAR OVER 1.5 MILLION MEMBERS

GA OVER 46,000

NCR OVER 54,000

VA OVER 36,000
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A GROUP OF PEOPLE (AKA MEMBERS) ORGANIZED FOR A JOINT PURPOSE



WASHINGTON DC

W
ar

m
 U

p

2023 AE BOOTCAMP 8

OVER 100,000+ ASSOCIATIONS IN US

THERE’S AN ASSOCIATION FOR EVERYTHING

Association for Pet Obesity Prevention
www.PetObesityPrevention.orgNational Bartender Association

www.Bartender.org

American Miniature Llama Association
www.IWantALlama.net



W
ar

m
 U

p

OVER 900 ON NAR BOD

1090 LOCAL ASSOCIATIONS/BOARDS
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THREE WAY AGREEMENT
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Articles of Incorporation & Charter

Bylaws

Policy

Employee Manual

Employee Job Descriptions

Association Attorney
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Articles of 
Incorporation

• Name

• Profit or Non

• Specifics

• Accuracy

2023 AE BOOTCAMP 12 Warm Up



Bylaws
Governing Rules for Operation

• Purpose
• Membership 

Requirements/Qualifications
• COE
• Pro Stands
• ®
• State & National Membership
• Dues & Assessments
• Meetings
• Committees
• Fiscal Year
• Rules of Order
• Amendments
• Dissolution

2023
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Policy
Operational Details

• Conflict of Interest
• Whistleblower
• Records Retention & Destruction
• Financial

• Credit Cards
• Reserves
• Tech Replacement

• Pro Stands
• Awards & Recognition
• Condolences
• Officers & Directors job descriptions
• Committees & Task Forces
• Disaster/Crisis Management
• Harassment
• Association Office Closure/Calendar

2023
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Bylaws or Policy

2023
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BYLAWS POLICY
Antitrust Policy X

Budget Policy X

Bylaws Amendments X

CEO/AE Eval Process X

Harassment Procedures X

COE & Training X

Confidentiality, Conflict of Interest, Whistleblower X

Consent to Serve Policy X

Data Security, Social Media, X

Directors & Officers (#, elections, term, firm 
limits, qualifications, removal, vacancies, voting)

X

Dissolution X

Dues X

Financial Policy, Internal Controls, Investment 
Policy & Fiduciary Duties

X

Meetings (frequency, notice, quorum) X

BYLAWS POLICY
Membership X

Records, Access to & Retention X

Purpose X

® Trademark X

State & National Membership X

Travel Policy X

$, Prices, Fees X

Awards & Reconigtion X

Pro Stands & Citation Policy X

Committee (establish, organization, 
attendance)

X

Committees Specific X



Employee Manual
• Harassment
• Communication
• Tech & Social Media
• Alcohol & drug abuse
• Privacy
• Safety
• Conflicts of Interest 
• Confidentiality
• Employment Relationship (absences, sick, 

vacation, pay)
• Disciplinary Procedure
• Benefits
• Credit Card/Expense Reports/Per Diem
• Dress Code
• Office Hours – Calendar
• https://www.nar.realtor/ae/strategic-association-

management/sample-employee-manual 

2023
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https://www.nar.realtor/ae/strategic-association-management/sample-employee-manual
https://www.nar.realtor/ae/strategic-association-management/sample-employee-manual


Employee Job 
Descriptions

• Describe Minimum Qualifications (degree, 
professional designation, etc.)

• Accurately reflect duties
• Physical Requirements
• Time Requirements
• Mission, Vision & Values
• Good Attendance
• Ability to work well with others

2023
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https://www.nar.realtor/ae/manage-your-
association/human-resources-
toolkit/recruitment/sample-job-descriptions 

https://www.nar.realtor/ae/manage-your-association/human-resources-toolkit/recruitment/sample-job-descriptions
https://www.nar.realtor/ae/manage-your-association/human-resources-toolkit/recruitment/sample-job-descriptions
https://www.nar.realtor/ae/manage-your-association/human-resources-toolkit/recruitment/sample-job-descriptions


Calendars

Annual Planning

Office Schedule

https://www.nar.realtor/association-
executives/association-planning-
calendar 

State Calendar

2023 AE BOOTCAMP 18 Warm Up

https://www.nar.realtor/association-executives/association-planning-calendar
https://www.nar.realtor/association-executives/association-planning-calendar
https://www.nar.realtor/association-executives/association-planning-calendar
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Professional Standards

Financials
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Professional
Standards
• Background

• Training – BUT I DON’T GET IT

• Forms

• Template Letters

• Timeline 

• Grievance Committee

• Hearing Panel

• Attorney

• Policy

• Mediators & Ombudsman

2023
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Financials
Profit & Loss (P&L v Budget)   aka Income Statement

Balance Sheet

Financial Policy

     CEO Authority to spend $

     Access to financials

     Credit Cards

     Reserves

     Tech Replacement

     Internal Controls

Review, Review, Audit

2023
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Budget

2023
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• BOD Packet – P&L v Budget

• PULL ALL INFO FIRST
• Contract Matrix 
• Membership Stats
• P&L & Balance Sheet
• Strategic Plan
• Payroll

Cardio



Calendars

ARE YOU GETTING THE 
PICTURE YET?
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Strategic Plan

Core Standards

Recruiting/Elections/Leadership Training
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Strategic Plan
• Strat Plan Committee
• Build to help with Core Stands
• Update BOD
• Annual Report
• Survey
• Vision & Mission
• https://www.nar.realtor/ae/manage-your-

association/strategic-planning-resources-toolkit

2023
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https://www.nar.realtor/ae/manage-your-association/strategic-planning-resources-toolkit
https://www.nar.realtor/ae/manage-your-association/strategic-planning-resources-toolkit


Core Standards
• Organization
• Time Management
• Phone a Friend
• Crying, Yelling, Swearing – Encouraged

• First time is the worst
• Start with the easy stuff

• YOU ARE PROBABLY ALREADY
DOING ALL OF THIS AND MORE

ORGANIZATION!!!!

2023
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https://realtorparty.realtor/resourceguide/core-standards

https://www.nar.realtor/ae/manage-your-
association/core-standards-for-state-and-local-
associations/core-standards-resources-criteria

Strength Training

https://realtorparty.realtor/resourceguide/core-standards
https://www.nar.realtor/ae/manage-your-association/core-standards-for-state-and-local-associations/core-standards-resources-criteria
https://www.nar.realtor/ae/manage-your-association/core-standards-for-state-and-local-associations/core-standards-resources-criteria
https://www.nar.realtor/ae/manage-your-association/core-standards-for-state-and-local-associations/core-standards-resources-criteria


Recruiting, Elections
Leadership Training

• Who Recruits?
• Nominating Committee

• Elections
• Bylaws/Policy

• Election Committee
• Forms
• Voting

• START EARLIER THAN YOU THINK

• Leadership Training
• Facilitator
• Schedule early
• Full Day
• Team Building
• Harassment/Confidentiality/Conflict of Interest/Anti Trust
• Association/Bylaws/Policy – YOU
• https://www.nar.realtor/ae/manage-your-association/board-of-directors-

orientation-toolkit 
• REAL – REALTORS Excelling in Association Leadership

2023
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https://www.nar.realtor/ae/manage-your-association/board-of-directors-orientation-toolkit
https://www.nar.realtor/ae/manage-your-association/board-of-directors-orientation-toolkit


Calendars

IT’S BECOMING CLEARER,

ISN’T IT?

2023 AE BOOTCAMP 31 Strength Training
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Tools

Links

How NOT to Recreate the Wheel
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Tools & Links
• https://www.nar.realtor/association-executives 
• NAR AE Orientation

• https://www.nar.realtor/ae/manage-your-association/resources-for-new-aes
• NAR Organization Assessment Checklist 

• Strengths & Weaknesses – New Opportunities
• https://www.nar.realtor/ae/manage-your-association/organization-assessment-checklist

• RARE = REALTOR Association Resource Exchange
• https://www.nar.realtor/rare.nsf 
• Get your samples here!!!!

• The Answer Book
• https://www.nar.realtor/ae/professional-development/the-answer-book 

• NAR Acronyms
• https://www.nar.realtor/about-nar/nar-acronyms 

• Phone a Friend
• https://www.nar.realtor/ae/ae-mentor-program 

• NAR Website
• Crying, Yelling, Swearing – Encouraged

• Google – GTS  (Google That Sh&t)    LOOK AT WHAT OTHERS ARE DOING!

2023
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https://www.nar.realtor/association-executives
https://www.nar.realtor/ae/manage-your-association/organization-assessment-checklist
https://www.nar.realtor/rare.nsf
https://www.nar.realtor/ae/professional-development/the-answer-book
https://www.nar.realtor/about-nar/nar-acronyms
https://www.nar.realtor/ae/ae-mentor-program


Tools & Links
• Newsletters

• State Newsletters
• Commission Newsletters

• Facebook
• AEI Year-Round
• State FB Group
• NAR
• MLS Directors & Staff

• M1 (NRDS)
• www.ASAECenter.org
• Nonprofit Association info

• https://www.councilofnonprofits.org/
• https://www.snpo.org/ 
• https://www.ncnonprofits.org/ 
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http://www.asaecenter.org/
https://www.councilofnonprofits.org/
https://www.snpo.org/
https://www.ncnonprofits.org/


Tools & Links
Checklist for New AEs  

• https://www.nar.realtor/ae/manage-your-association/resources-for-new-aes/checklist-for-new-aes-chronological 
• Week 1 – 7-12 Months on the Job

New AE Video Series   
• https://www.nar.realtor/videos/new-ae-webinar-video-series 

How to Create a Table of Contents in Word
• https://support.microsoft.com/en-us/office/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0 

Big Ass Calendar
• Lushleaf Designs Large Wall Calendar – 48” x 74” Dry Erase Reusable 
• https://a.co/d/1h8jcoy 
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https://www.nar.realtor/ae/manage-your-association/resources-for-new-aes/checklist-for-new-aes-chronological
https://www.nar.realtor/videos/new-ae-webinar-video-series
https://support.microsoft.com/en-us/office/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0
https://a.co/d/1h8jcoy
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Course & Education

Advice & Tips
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Education

2023
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• RAM – REALTOR Association Management Self Study Course   (FREE)

• ARAM – Advanced REALTOR Association Management Self Study Course    ($150)

• Professional Standards Administrator    (FREE)

• Advanced Concepts Self Study on Professional Standards  ($75)

• New Member COE    (FREE)

• REAL – REALTORS Excelling Association Leadership Self Study Course    (FREE)

• Fair Housing Self-Study Module   (FREE)

• Diversity, Equity & Inclusion Self Study Module   (FREE)

• ePro

• Fairhaven    (FREE)

• AHWD

• C2EX    (FREE)

• RCE    ($$ + TEARS, LATE NIGHTS & WINE)

• CAE   ($$ + BLOOD, SWEAT, TEARS & WHISKEY)

Stretching



Conferences, Meetings 
& Your Calendar

• Office Closures
• State Governance Meetings
• NAR Mid Year
• NAR Annual
• AEI
• AE Regional
• Leadership Summit
• YOUR Committee Meetings
• NMO

2023
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NAR AE Orientation



Tips
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• Part Time Therapist
• Trust
• Connect
• Humility
• Conflict
• Every day is different – yet every year is the same
• What’s the worst that going to happen AND DO NOT let fear stop you 

Stretching



Tips

2023
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• Agenda – Make or Break a Meeting
• Member Benefits
• Non Member Proof Read
• Sacred Cows
• E&O Insurance fun facts
• PR & Press Releases

Stretching



44 Stretching



Thank you

Cynthia Walsh

910.547.1338
my cell – call or text

Cynthia@bcarnc.com

2023 AE Boot Camp 45
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