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BANQUET COMMITTEE 
 

• The Banquet Committee is a standing committee of the Northwest Arkansas Board of 
REALTORS®, with its Chair being appointed by the Board President and Vice-Chair being 
appointed by the Board President-Elect.  The current Banquet Committee Chair shall be last 
year’s Vice Chair unless a resignation has occurred.   

• Members of the committee are selected by the Chair.  Affiliate members are eligible for 
committee service; however, the Chair must ensure that duties assigned to Affiliate 
members do not include solicitation of sponsorships.  Tasks requiring contact with 
REALTOR® or Affiliate members should be assigned to REALTOR® members of the 
committee. 

• Recommendations from this committee must pass through the Board of Directors. 

• The Banquet Committee Vice-Chair shall submit a budget request for the following year, 
along with the proposed project descriptions, to the Chief Executive Officer on or before 
September 1.  Budget variances must be presented to the Board of Directors as an action 
item. 

• The negotiation of rates for the annual banquet facility and other vendor services is the 
responsibility of the Banquet Committee Chair. 

• Required activities at the annual banquet include: 
o Installation of Officers  
o Recognition of Leadership Team 
o Grand Prize Drawing 

• The Banquet Committee is responsible for raising sponsorship funds,and setting the 
program agenda for the annual banquet.  See timeline below. 

 
EVENT DEADLINE 
Selection of Venue/Date January 
Auction Items January 
Meal Selection August 
Select Entertainment February-March 
Choose a Theme February 
Set Ticket Cost March 
Logo/Artwork Designed June 
Sponsor Letters Sent Out July 
Tickets Designed & Printed August 
Skit October Membership Meeting 
Fundraising Bake Sale Chair to Decide 
Door Prize Commitments October 
Program Design October 
Decorations Purchased October 
Programs Printed 3-4 Days Prior to Event 

 
• Attendance by committee members shall be required and recorded in the meeting minutes.  

Upon the third absence during the entire term of the appointment, resignation shall be 
automatic.  An absence is excused only when the member is attending another REALTOR® 
meeting held at the same time.  The Banquet Committee Chair shall enforce the attendance 
policy and identify automatic resignations.  In the event of an automatic resignation, the 
member may file a written request to the President for reinstatement explaining the reasons 
for absences.  If reinstated, one additional absence shall automatically be a final resignation 
without appeal.  In the event of a resignation, the Banquet Committee Chair shall make 
every effort to fill the vacant position. 
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DOOR PRIZE COMMITTEE 
 

• The Door Prize Committee is a standing committee of the Northwest Arkansas Board of 
REALTORS®, with its Chair being appointed by the Board President and Vice-Chair 
being appointed by the Board President-Elect.  The current Door Prize Committee Chair 
shall be last year’s Vice Chair unless a resignation has occurred.   

• Recommendations from this committee must pass through the Board of Directors. 

• Members of the committee are selected by the Chair.  Affiliate members are eligible for 
committee service; however, the Chair must ensure that duties assigned to Affiliate 
members do not include solicitation of sponsorships.  Tasks requiring contact with 
REALTOR® or Affiliate members should be assigned to REALTOR® members of the 
committee. 

• Members of the Door Prize Committee will solicit donated door prize items to be given 
away at Membership meetings and the Annual Christmas Banquet.  Prior to each 
Membership Meeting, the Door Prize Committee Chair will provide the Chief Staff 
Executive with a list of prizes and donors by noon of the day before the Membership 
Meeting.   

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  Upon the third absence during the entire term of the appointment, resignation 
shall be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The Door Prize Committee Chair shall 
enforce the attendance policy and identify automatic resignations.  In the event of an 
automatic resignation, the member may file a written request to the President for 
reinstatement explaining the reasons for absences.  If reinstated, one additional absence 
shall automatically be a final resignation without appeal.  In the event of a resignation, 
the Door Prize Committee Chair shall make every effort to fill the vacant position. 
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FINANCE COMMITTEE 
 

• The Finance Committee is a standing committee of the Northwest Arkansas Board of 
REALTORS® consisting of the President, President-Elect, Secretary-Treasurer, 
Immediate Past President, and the Chief Executive Officer. 

• The Secretary-Treasurer of the association shall Chair the Finance Committee.  

• After our annual election of Officers, the Incoming Secretary-Treasurer becomes an ex-
Officio member of the Finance Committee and shall attend all meetings and record the 
minutes, to include attendance. 

• The Secretary-Treasurer shall be required to order notice of meetings, whether they are 
special meetings or regularly scheduled meetings, at least one week prior to the meeting.  
Notice will include an agenda of subjects to be discussed.   

• The Finance Committee is responsible for formulating and making recommendations 
to the Board of Directors concerning strategic and financial planning, investment 
management, and budgeting.  This committee is also charged with oversight of all the 
Board’s finances and resources, so as to provide efficient and effective usage of all its 
assets. 

• The Finance Committee will meet annually in: 
o April to review dues collections and make budget adjustments as needed. 
o July to complete a midyear review of budgeted income and expenses vs actual 

income and expenses. 
o August to review and revise the preliminary budget for presentation to the Board 

of Directors at the September meeting. 
o September to finalize the budget. 
o Present finalized budget to the Board of Directors for approval at their October 

meeting. 

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  Upon the third absence during the entire term of the appointment, resignation 
shall be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The Finance Committee Chair shall 
enforce the attendance policy and determine such resignations.  Should such 
resignation be instituted, the members may file a written request to the President for 
reinstatement explaining the reasons for absences.  If reinstated, one additional absence 
shall automatically be a final resignation without the ability to submit for reinstatement.   
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LEGISLATIVE COMMITTEE 
 

• The Legislative Committee is a standing committee of the Northwest Arkansas Board of 

REALTORS with its Chair being appointed by the Board President and Vice-Chair 
being appointed by the Board President-Elect.  The current Legislative Chair shall be 
last year’s Vice Chair unless a resignation has occurred.   

• The Legislative Committee Chair shall be required to order notice to members of 
meetings, whether they are special meetings or regularly scheduled meetings, at least 
one week prior to the meeting.  Notice will include an agenda of subjects to be discussed.  
Notice shall also be given to the Board President and Chief Staff Executive. 

• The Legislative Committee Vice-Chair shall record the minutes of the meeting, to 
include attendance. 

• The Legislative Committee Chair shall have the responsibility to assign projects and 
oversee sub-committees within their committee.   

• The Legislative Committee Chair shall attend and conduct all meetings, being especially 
careful to solicit input from every committee member and to request votes as needed. 

• The Legislative Committee Chair shall be required to complete, in writing, an action 
item form for any item requiring consideration from the Board of Directors.  Each action 
item shall be placed on a separate form.  The completed action item form and meeting 
minutes will be forwarded to the Chief Staff Executive within one week of the meeting 
date.  The Chief Staff Executive shall place the item on the agenda for the next regularly 
scheduled Board of Directors meeting. 

• Requests for administrative services required by the committee are to be directed to the 
Chief Staff Executive by the Legislative Committee Chair.   

• The Legislative Committee Vice-Chair shall submit a budget request for the following 
year, along with the proposed project descriptions, to the Chief Staff Executive on or 
before September 1.  The Legislative Committee Vice-Chair will be notified to submit 
such budget request.  Budget variances must be presented to the Board of Directors as 
an action item. 

• The Legislative Committee Chair and other committee members are to remove 
themselves from issues representing either a potential conflict of interest or the 
appearance of a conflict of interest. 

• It is the responsibility of the Legislative Committee Chair to keep the group on the 
subject at hand at all times during a meeting and adhere to schedules and deadlines. 

• The Legislative Committee Vice-Chair will perform all duties of the Legislative 
Committee Chair, if the Legislative Committee Chair is absent or unable to perform for 
any reason. 

• The Legislative Committee Chair and Legislative Committee Vice-Chair shall attend the 
Northwest Arkansas Board of REALTORS® Leadership Conference on the first 
Thursday of December at the board office. 

• The Legislative Committee Chair should: 
o Be intensely interested in the duties assigned the committee. 
o Have previous experience on the committee and be familiar with past activities. 
o Have an open mind and be willing to learn. 
o Understand people and their wants, as well as stimulate others to work together. 
o Be impersonal and refrain from favoritism. 
o Be tactful, friendly and respect the opinions of others. 
o Abide by the wishes of the majority and follow through to completion of a 

project. 
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• The Legislative Committee shall be responsible for developing or amending any 
Statement of Policy of the board with the approval of the Board of Directors.  

• The Legislative Committee shall be responsible for recommending policy for the board’s 
position in all matters which may be brought forth by any local or county governing 
bodies.   

• The Legislative Committee shall at no time take a position about a political party or 
candidate. 

• The Legislative Committee will make recommendations to the Board of Directors 
concerning legislative affairs at all levels of government. 

• The Legislative Committee shall offer all members informational services, which would 
politically affect any member’s business or the operation of the board. 

• The Legislative Committee will provide training for any member, to enhance his/her 
entry into the political process at any level and support efforts of its members’ 
involvement in any level of government.  

• The Legislative Committee shall make recommendations to the Board of Directors for 
issues requiring a “Call to Action”. 

• The Legislative Committee will keep all elected officials informed about the Northwest 
Arkansas Board of REALTORS® position on timely issues. 

• The Legislative Committee will keep membership informed of the board’s position 
regarding any pending or proposed legislation.  

• The Legislative Committee will conduct candidate interviews and make 
recommendations to the Board for disbursement of ARPAC funds. 

• Members of the Legislative Committee should: 
o Have an interest in local political issues. 
o Be comfortable meeting with local officials. 
o Be familiar with local regulations as they relate to the real estate industry. 

• The Legislative Committee shall be fiscally responsible to the Board of Directors. 

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  Upon the third absence during the entire term of the appointment, resignation 
shall be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The Legislative Committee Chair shall 
enforce the attendance policy and identify automatic resignations.  In the event of an 
automatic resignation, the member may file a written request to the President for 
reinstatement explaining the reasons for absences.  If reinstated, one additional absence 
shall automatically be a final resignation without appeal.  In the event of a resignation, 
the Legislative Committee Chair shall make every effort to fill the vacant position. 
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ARPAC COMMITTEE 
 

• The ARPAC Committee is a standing committee of the Northwest Arkansas Board of 
REALTORS®, with its Chair being appointed by the Board President and Vice-Chair 
being appointed by the Board President-Elect.  The current ARPAC Chair shall be last 
year’s Vice Chair unless a resignation has occurred.   

• Members of the ARPAC Committee will work with membership to secure ARPAC 
contributions which reach or exceed the annual goal, and to educate the membership 
about the work done by ARPAC to promote private property rights in the real estate 
industry. 

• Members of the ARPAC Committee will work to develop and implement strategies that 
ensure the Northwest Arkansas Board of REALTORS® annual ARPAC goal is achieved. 

• Members of the ARPAC Committee will assist the Legislative Committee Chair in 
conducting interviews of candidates for Municipal and County office. 

• Members of the ARPAC Committee will interface with ARA ARPAC chair on fundraising 
and candidate issues. 

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  Upon the third absence during the entire term of the appointment, resignation 
shall be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The ARPAC Committee Chair shall enforce 
the attendance policy and identify automatic resignations.  In the event of an automatic 
resignation, the member may file a written request to the President for reinstatement 
explaining the reasons for absences.  If reinstated, one additional absence shall 
automatically be a final resignation without appeal.  In the event of a resignation, the 
ARPAC Committee Chair shall make every effort to fill the vacant position. 
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SPECIAL OLYMPICS FUNDRAISING 
 

• The Special Olympics Fundraising Committee is a standing committee of the Northwest 
Arkansas Board of REALTORS®, with its Chair being appointed by the Board President 
and Vice-Chair being appointed by the Board President-Elect.  The current Special 
Olympics Chair shall be last year’s Vice Chair unless a resignation has occurred.   

• Members of the committee are selected by the Chair.  Affiliate members are eligible for 
committee service; however, the Chair must ensure that duties assigned to Affiliate 
members do not include solicitation of sponsorships.  Tasks requiring contact with 
REALTOR® or Affiliate members should be assigned to REALTOR® members of the 
committee. 

• Members of the Special Olympics Committee will be responsible for planning and 
execution of fundraising events to benefit Special Olympics.   

• Recommendations from this committee must pass through the Board of Directors. 

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  Upon the third absence during the entire term of the appointment, resignation 
shall be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The Special Olympics Committee Chair 
shall enforce the attendance policy and identify automatic resignations.  In the event of 
an automatic resignation, the member may file a written request to the President for 
reinstatement explaining the reasons for absences.  If reinstated, one additional absence 
shall automatically be a final resignation without appeal.  In the event of a resignation, 
the Special Olympics Committee Chair shall make every effort to fill the vacant position. 
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AWARDS  
 

• The Awards Committee is a standing committee of the Northwest Arkansas Board of 
REALTORS®, with its Chair being appointed by the Board President and Vice-Chair 
being appointed by the Board President-Elect.  The current Awards for Excellence Chair 
shall be last year’s Vice Chair unless a resignation has occurred.   

• Members of the committee are selected by the Chair.  Affiliate members are eligible for 
committee service; however, the Chair must ensure that duties assigned to Affiliate 
members do not include solicitation of sponsorships.  Tasks requiring contact with 
REALTOR® or Affiliate members should be assigned to REALTOR® members of the 
committee. 

• Members of the Awards Committee will assist in approving the awards, assembly of 
awards, planning of the annual banquet and in the actual distribution of the plaques at 
the Award ceremony.   

• Recommendations from this committee must pass through the Board of Directors. 

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  Upon the third absence during the entire term of the appointment, resignation 
shall be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The Awards for Excellence Committee 
Chair shall enforce the attendance policy and identify automatic resignations.  In the 
event of an automatic resignation, the member may file a written request to the 
President for reinstatement explaining the reasons for absences.  If reinstated, one 
additional absence shall automatically be a final resignation without appeal.  In the 
event of a resignation, the Awards for Excellence Committee Chair shall make every 
effort to fill the vacant position. 
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SCHOLARSHIP 
 

• The Scholarship Committee is a standing committee of the Northwest Arkansas Board 
of REALTORS®, with its Chair being appointed by the Board President and Vice-Chair 
being appointed by the Board President-Elect.  The current Scholarship Chair shall be 
last year’s Vice Chair unless a resignation has occurred.   

• Members of the committee are selected by the Chair.  Affiliate members are eligible for 
committee service; however, the Chair must ensure that duties assigned to Affiliate 
members do not include solicitation of sponsorships.  Tasks requiring contact with 
REALTOR® or Affiliate members should be assigned to REALTOR® members of the 
committee. 

• The Scholarship Committee works to provide scholarship funds for family of our 
REALTOR® members who are actively enrolled in college.  The members of this 
committee are tasked with soliciting applications, identifying eligible recipient(s) and 
making recommendations to the Board of Directors.  The Board of Directors has final 
approval over scholarship awards.  The amount of scholarships shall be determined in 
the budgeting process.  In the event that scholarship funds are not budgeted, this 
committee will not be seated. 

• Recommendations from this committee must pass through the Board of Directors. 

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  Upon the third absence during the entire term of the appointment, resignation 
shall be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The Scholarship Committee Chair shall 
enforce the attendance policy and identify automatic resignations.  In the event of an 
automatic resignation, the member may file a written request to the President for 
reinstatement explaining the reasons for absences.  If reinstated, one additional absence 
shall automatically be a final resignation without appeal.  In the event of a resignation, 
the Scholarship Committee Chair shall make every effort to fill the vacant position. 
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PROFESSIONAL DEVELOPMENT COMMITTEE 
 

• The Professional Development Committee is a standing committee of the Northwest 

Arkansas Board of REALTORS with its Chair being appointed by the Board President 
and Vice-Chair being appointed by the Board President-Elect.  The current Professional 
Development Committee Chair shall be last year’s Vice Chair unless a resignation has 
occurred.   

• Members of the committee are selected by the Chair.  Affiliate members are eligible for 
committee service; however, the Chair must ensure that duties assigned to Affiliate 
members do not include solicitation of sponsorships.  Tasks requiring contact with 
REALTOR® or Affiliate members should be assigned to REALTOR® members of the 
committee. 

• Recommendations from this committee must pass through the Board of Directors. 
• The Professional Development Committee Chair shall be required to order notice to 

members of meetings, whether they are special meetings or regularly scheduled 
meetings, at least one week prior to the meeting.  Notice will include an agenda of 
subjects to be discussed.  Notice shall also be given to the Board President and Chief 
Staff Executive. 

• The Professional Development Committee Vice-Chair shall record the minutes of the 
meeting, to include attendance. 

• The Professional Development Committee Chair shall have the responsibility to assign 
projects and oversee sub-committees within the committee.   

• The Professional Development Committee Chair shall attend and conduct all meetings, 
being especially careful to solicit input from every committee member and to request 
votes as needed. 

• The Professional Development Committee Chair shall be required to complete, in 
writing, an action item form for any item requiring consideration from the Board of 
Directors.  Each action item shall be placed on a separate form.  The completed action 
item form and meeting minutes will be forwarded to the Chief Staff Executive within 
one week of the meeting date.  The Chief Staff Executive shall place the item on the 
agenda for the next regularly scheduled Board of Directors meeting. 

• Requests for administrative services required by the committee are to be directed to the 
Chief Staff Executive by the Professional Development Committee Chair.   

• The Professional Development Committee Vice-Chair shall submit a budget request for 
the following year, along with the proposed project descriptions, to the Chief Staff 
Executive on or before September 1.  The Professional Development Committee Vice-
Chair will be notified to submit such budget request.  Budget variances must be 
presented to the Board of Directors as an action item. 

• The Professional Development Committee Chair and other committee members are to 
remove themselves from issues representing either a potential conflict of interest or the 
appearance of a conflict of interest. 

• It is the responsibility of the Professional Development Committee Chair to keep the 
group on the subject at hand at all times during a meeting and, adhere to schedules and 
deadlines. 

• The Professional Development Committee Vice-Chair will perform all duties of the 
Professional Development Committee Chair, if the Professional Development 
Committee Chair is absent or unable to perform for any reason. 

• The Professional Development Committee Chair and Professional Development 
Committee Vice-Chair must attend the Northwest Arkansas Board of REALTORS® 
Leadership Conference on the first Thursday in December at the board office. 
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• The Professional Development Committee Chair should: 
o Be intensely interested in the duties assigned the committee. 
o Have previous experience on the committee and be familiar with past activities. 
o Have an open mind and be willing to learn. 
o Understand people and their wants, as well as stimulate others to work together. 
o Be impersonal and refrain from favoritism. 
o Be tactful, friendly and respect the opinions of others. 
o Abide by the wishes of the majority and follow through to completion of a 

project. 
• The Professional Development Committee shall cooperate with all other committees 

within the Association in the development, implementation and administration of 
educational programs, which will benefit all members and other local boards if 
appropriate. 

• The Professional Development Committee shall seek all resources for programs, 
presenters and applications which may enhance all educational offers the Association 
shall make available to the membership. 

• The Professional Development Committee shall work in cooperation with the ARA 
Director of Professional Development to bring education offerings to the membership 
and follow the RIO guidelines published by ARA. 

• The Professional Development Committee shall identify national speakers and make 
recommendations to the Board of Directors for major programs, with budget 
constraints.  If the cost of registration is deemed to be a donation, the committee will 
recommend the amount and recipient of the donation to the Board of Directors. 

• A goal of the Professional Development Committee shall be to schedule a minimum of 
one board sponsored CE class for the membership each year.  The committee members 
will arrange for sponsorships to facilitate free or reduced rate tuition. 

• The Professional Development Committee shall be fiscally responsible to the Board of 
Directors. 

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  Upon the third absence during the entire term of the appointment, resignation 
shall be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The Professional Development Committee 
Chair shall enforce the attendance policy and identify automatic resignations.  In the 
event of an automatic resignation, the member may file a written request to the 
President for reinstatement explaining the reasons for absences.  If reinstated, one 
additional absence shall automatically be a final resignation without appeal.  In the 
event of a resignation, the Professional Development Committee Chair shall make every 
effort to fill the vacant position. 
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NOMINATING COMMITTEE 
 

• The Nominating Committee is a standing committee of the Northwest Arkansas Board of 
REALTORS®.  The Immediate Past President of the Board of Directors will serve as the 
chair of the Nominating Committee, with the current President serving as Vice Chair.  The 
Nominating Committee Chair will select the members to serve on the committee.  
Members of the Nominating Committee must be Past Presidents and the minimum 
number of seats is five.  The three most recent Immediate Past Presidents must be invited 
to participate in the Nominating Committee, however no one whose name has been placed 
in nomination may serve on the committee.  In the event a committee member is 
nominated for office, that committee member must resign immediately.  The Chair may 
invite any other Past Presidents to serve.  

• The Nominating Committee Chair will work with staff to determine a schedule for the 
committee.   

 
EVENT DEADLINE 
Determine positions to fill April 
Publish Call for Nominations April 
Committee meeting May 
Slate to BOD for approval June 
Publish slate to membership July 

 

• The Nominating Committee Chair shall be required to order notice to members of 
meetings, whether they are special meetings or regularly scheduled meetings, at least one 
week prior to the meeting.  Notice will include an agenda of subjects to be discussed.  
Notice shall also be given to the Board President and Chief Staff Executive. The 
Nominating Committee Chair must provide copies of all nominations received in advance 
of the May committee meeting. 

• The Nominating Committee Vice-Chair shall record the minutes of the meeting, to include 
attendance. 

• The Nominating Committee Chair shall have the responsibility to assign projects and 
oversee sub-committees within their committee.   

• The Nominating Committee Chair shall attend and conduct all meetings, being especially 
careful to solicit input from every committee member and to request votes as needed.   

• Recommendations from this committee must pass through the Board of Directors. 

• The Nominating Committee Chair shall be required to complete, in writing, an action item 
form for any item requiring consideration from the Board of Directors.  Each action item 
shall be placed on a separate form.  The completed action item form and meeting minutes 
will be forwarded to the Chief Staff Executive within one week of the meeting date.  The 
Chief Staff Executive shall place the item on the agenda for the next regularly scheduled 
Board of Directors meeting. 

• Requests for administrative services required by the committee are to be directed to the 
Chief Staff Executive by the Nominating Committee Chair.   

• The Nominating Committee Vice-Chair shall submit a budget request for the following 
year, along with the proposed project descriptions, to the Chief Staff Executive on or before 
September 1.  The Vice Chair will be notified to submit such budget request.  Budget 
variances must be presented to the Board of Directors as an action item. 

• The Nominating Committee Chair and other committee members are to remove 
themselves from issues representing either a potential conflict of interest or the 
appearance of a conflict of interest.  If a member of the Nominating Committee is 
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nominated for service, that nominated member must resign and will be replaced with a 
Past President, selected by the Chair. 

• It is the responsibility of the Nominating Committee Chair to keep the group on the subject 
at hand at all times during a meeting and, adhere to schedules and deadlines. 

• The Nominating Committee Vice-Chair will perform all duties of the Nominating 
Committee Chair, if the Nominating Committee Chair is absent or unable to perform for 
any reason. 

• The Nominating Committee Chair and Nominating Committee Vice-Chair must attend the 
Northwest Arkansas Board of REALTORS® Leadership Conference on the first Thursday 
in December at the board office. 

• The Nominating Committee Chair should: 
o Be intensely interested in the duties assigned the committee. 
o Have previous experience on the committee and be familiar with past activities. 
o Have an open mind and be willing to learn. 
o Understand people and their wants, as well as stimulate others to work together. 
o Be impersonal and refrain from favoritism. 
o Be tactful, friendly and respect the opinions of others. 
o Abide by the wishes of the majority and follow through to completion of a project. 

• At least 120 days before the annual election, the nominating committee will meet. The 
nominating committee shall select one candidate for each office and one candidate for 
each position to be filled on the Board of Directors.  The Nominating Committee shall 
select one candidate for NAR Director.  The requirements for serving as a NAR Director 
are to be willing to serve three (3) one-year consecutive terms, have served on the local 
NABOR board and served at the state level on a committee or on the ARA Board of 
Directors.   NAR Director is required to travel to NAR convention and NAR Midyear 
Meeting.  Previous attendance at NAR Convention, NAR Mid-Year Meeting, and NAR 
Board of Directors is required. Prior service on a committee at the national level is 
preferred, but not required. The report of the nominating committee must be approved by 
the Board of Directors prior to publication to the general membership.  In the event the 
Board of Directors does not approve the report; the matter is referred back to the 
committee.  The approved report of the nominating committee (in the form of an election 
notice) shall be distributed to each active member at least three weeks prior to the election.  

• The Nominating Committee shall be fiscally responsible to the Board of Directors. 

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  Upon the third absence during the entire term of the appointment, resignation 
shall be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The Nominating Committee Chair shall 
enforce the attendance policy and identify automatic resignations.  In the event of an 
automatic resignation, the member may file a written request to the President for 
reinstatement explaining the reasons for absences.  If reinstated, one additional absence 
shall automatically be a final resignation without appeal.  In the event of a resignation, the 
Nominating Committee Chair shall make every effort to fill the vacant position. 
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REALTOR® OF THE YEAR COMMITTEE 
 

• The REALTOR® of the Year Committee is a standing committee of the Northwest 
Arkansas Board of REALTORS®, chaired by the current REALTOR® of the Year.   

• The REALTOR® of the Year Committee Chair selects the remaining committee 
members from past REALTORS® of the Year.  The REALTOR® of the Year Committee 
will consist of the REALTOR® of the Year Committee Chair and a maximum of four 
additional members whose identity shall be known only to the Executive Committee.   

• Attendance by committee members shall be required.   

• The REALTOR® of the Year Committee assists the staff in submitting the nominating 
packet for the local REALTOR® of the Year to ARA by the deadline. 

• The REALTOR® of the Year Committee meets in private prior to the July Membership 
Meeting as many times as necessary to fully consider all nominees and select the 
REALTOR® of the Year.   

• The REALTOR® of the Year Committee Chair ensures that the decision of the 
Committee was validly and democratically arrived at and that all committee members 
will not reveal their membership on the committee nor discuss any meeting details to 
anyone other than with other committee members even after performing its duty and 
after the committee is permanently adjourned. 

• It is the duty of the REALTOR® of the Year Committee Chair to announce the selected 
person at the August Membership Meeting.   

• The REALTOR® of the Year Committee serves in an advisory capacity to the association 
staff in publicizing the REALTOR® of the Year.  
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MLS COMMITTEE JOB DESCRIPTION 
 

• The MLS Committee is a standing committee of the Northwest Arkansas Board of 
REALTORS®, with its Chair being appointed by the board President and Vice-Chair 
being appointed by the board President-Elect.  The Chairperson shall serve a two-year 
term as Chair.    

• All members of the MLS Committee shall be participants or subscribers in the MLS and 
will be selected by the MLS Committee Chair.  A minimum of six REALTOR® members 
will serve on the MLS Committee.  In accordance with NABOR bylaws, a quorum for 
the transaction of business of the board of directors and committee meetings shall be 
fifty-one (51) percent of the members eligible to vote including the chairman. 

• The NABOR President Elect serves a one-year term on the MLS Committee. 

• The MLS Administrator will serve as liaison to the committee and will attend all 
committee meetings.   MLS Committee members will be seated for two-year staggered 
terms. 

• At a minimum, the MLS Committee will meet monthly. The liaison shall be required to 
distribute notice of meetings, whether they are special meetings or regularly scheduled 
meetings, at least one week prior to the meeting.  Notice will include an agenda of 
subjects to be discussed.  Meetings will be no longer than ninety minutes in duration. 

• The MLS Committee Vice-Chair shall record the minutes of the meeting, to include 
attendance.  Minutes will be submitted to the board Executive Officer for review and 
filing. 

• The MLS Committee is responsible for formulating and making recommendations to 
the Board of Directors.  Committee recommendations will be submitted to the board for 
consideration at their next regular monthly meeting.  The committee may make and 
implement changes to the MLS service that are “budget neutral” without approval of 
the Board of Directors.  No changes that will affect a contractual obligation can be made 
without approval of the Board of Directors. 

• Attendance by committee members shall be required and recorded in the meeting 
minutes.  In order to ensure that we are able to certify a quorum, committee members 
must provide one business day advance notice to the MLS Administrator when they will 
be absent from an MLS Committee meeting.  Leaving the meeting prior to adjournment 
constitutes an absence. 

• Upon the second absence during the entire term of the appointment, resignation shall 
be automatic.  An absence is excused only when the member is attending another 
REALTOR® meeting held at the same time.  The MLS Committee Chair shall enforce 
the attendance policy and determine such resignations.  Should such resignation be 
instituted, the members may file a written request to the board President for 
reinstatement explaining the reasons for absences.  Such written request must be 
submitted to the Chief Staff Executive prior to the next regularly scheduled Board of 
Directors meeting.  If reinstated, one additional absence shall automatically be a final 
resignation without the ability to submit for reinstatement.   
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PROFESSIONAL STANDARDS COMMITTEE 
 

• The Professional Standards Committee is a standing committee of the 

Northwest Arkansas Board of REALTORS with its Chair being appointed by 
the Board President and Vice-Chair being appointed by the Board President-
Elect.  The current Professional Standards Committee Chair shall be last year’s 
Vice Chair unless a resignation has occurred.   

• Members of the committee are invited by the Chair to attend annual Professional Standards 
training.    

• Attendance at the annual Professional Standards training is mandatory for all members of 
this committee without exception.  Attendance at the annual training is mandatory in order 
to maintain membership in the committee.  

• Recommendations from this committee must pass through the Board of Directors. 
• The Professional Standards Committee Chair shall be required to order notice 

to members of meetings, whether they are special meetings or regularly 
scheduled meetings, at least one week prior to the meeting.  Notice will include 
an agenda of subjects to be discussed.  Notice shall also be given to the Board 
President and Chief Staff Executive. 

• The Professional Standards Committee Vice-Chair shall record the minutes of 
the meeting, to include attendance. 

• The Professional Standards Committee Chair shall have the responsibility to 
assign projects and oversee sub-committees within the committee.   

• The Professional Standards Committee Chair shall attend and conduct all 
meetings, being especially careful to solicit input from every committee member 
and to request votes as needed. 

• The Professional Standards Committee Chair shall be required to complete, in 
writing, an action item form for any item requiring consideration from the Board 
of Directors.  Each action item shall be placed on a separate form.  The completed 
action item form and meeting minutes will be forwarded to the Chief Staff 
Executive within one week of the meeting date.  The Chief Staff Executive shall 
place the item on the agenda for the next regularly scheduled Board of Directors 
meeting. 

• Requests for administrative services required by the committee are to be 
directed to the Chief Staff Executive by the Professional Standards Committee 
Chair.   

• The Professional Standards Committee Vice-Chair shall submit a budget request 
for the following year, along with the proposed project descriptions, to the Chief 
Staff Executive on or before September 1.  The Professional Standards 
Committee Vice-Chair will be notified to submit such budget request.  Budget 
variances must be presented to the Board of Directors as an action item. 

• The Professional Standards Committee Chair and other committee members are 
to remove themselves from issues representing either a potential conflict of 
interest or the appearance of a conflict of interest. 

• It is the responsibility of the Professional Standards Committee Chair to keep 
the group on the subject at hand at all times during a meeting and, adhere to 
schedules and deadlines. 
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• The Professional Standards Committee Vice-Chair will perform all duties of the 
Professional Standards Committee Chair, if the Professional Standards 
Committee Chair is absent or unable to perform for any reason. 

• The Professional Standards Committee Chair and Professional Standards 
Committee Vice-Chair must attend the Northwest Arkansas Board of 
REALTORS® Leadership Conference on the first Thursday in December at the 
board office. 

• The Professional Standards Committee Chair should: 
o Be intensely interested in the duties assigned the committee. 
o Have previous experience on the committee and be familiar with past 

activities. 
o Have an open mind and be willing to learn. 
o Understand people and their wants, as well as stimulate others to work 

together. 
o Be impersonal and refrain from favoritism. 
o Be tactful, friendly and respect the opinions of others. 
o Abide by the wishes of the majority and follow through to completion of 

a project. 

• Members of the Professional Standards Committee will be selected to serve on 
Hearing Panels.  Hearing Panels are seated when a member requests a hearing 
under Professional Standards guidelines. 

• The Professional Standards Committee shall be fiscally responsible to the Board 
of Directors. 

• Attendance by committee members shall be required and recorded in the 
meeting minutes.  Upon the third absence during the entire term of the 
appointment, resignation shall be automatic.  An absence is excused only when 
the member is attending another REALTOR® meeting held at the same time.  
The Professional Standards Committee Chair shall enforce the attendance policy 
and identify automatic resignations.  In the event of an automatic resignation, 
the member may file a written request to the President for reinstatement 
explaining the reasons for absences.  If reinstated, one additional absence shall 
automatically be a final resignation without appeal.  In the event of a resignation, 
the Professional Standards Committee Chair shall make every effort to fill the 
vacant position. 

 
 

 

 
 


