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Accreditation Overview 

Welcome 

Welcome to the U.S. Chamber of Commerce Accreditation application program. We are excited that you are 

interested in standing out from the crowd and moving ahead. We want to help your through the Accreditation 

process by explaining our procedures, walking you through the steps to complete the materials, and clarifying 

what you can expect from us.      

The Accreditation Application is divided into nine sections with a complete set of instructions at the beginning 

of each one. If you have already completed a section and you are familiar with the instructions, click on the 

Governance Overview icon in the Bookmark Section to the left of your screen. Otherwise, the background and 

instructions should be reviewed in detail starting with the Accreditation Overview, below. 

Accreditation History 

In 1964, the U.S. Chamber of Commerce began offering its Accreditation Program to state and local chambers 

of commerce nationwide. The program was designed to provide a continuous self-analysis of an organization’s 

growth and development, with an opportunity for the organization to reassess its objectives and resources, 

program of work, procedures, and achievements. Since the Accreditation program’s launch, more than 750 

chambers have met the required organizational standards and have earned the title “Accredited.” 

Accreditation means that a local or state chamber of commerce has been recognized by the U.S. Chamber of 

Commerce for having sound programs and organizational procedures and for continually creating and 

maintaining positive change in the community.  

The U.S. Chamber Accreditation program establishes criteria for judging the quality of performance for state 

and local chambers of commerce, determines the extent to which organizations meet these criteria, and issues 

a public announcement that organizations are found to be of superior quality.  

The U.S. Chamber understands that state and local chambers are diverse and have unique programs of work, 

operations, merit, dues structure, and program policies. As a result, the Accreditation program has separated 

the state chamber Accreditation process from the local chamber Accreditation process. Distinct applications 

have been created to recognize these differences. 

Accreditation does not mean that an organization is perfect in every respect. Competent examiners 

acknowledge the quality of an organization and make recommendations where there are areas of deficiency 

and recognize chambers for areas of special distinction. 

Effective chambers of commerce operate above and beyond minimum standards. As each chamber prepares 

its Accreditation application, it seeks ways of improving its performance in the community. These criteria or 

standards become a tool for management control and self-discipline.   



Mission  

The mission of the Accreditation program is to establish a standard of organizational competency and an 

objective set of criteria for assessment. The achievement of standards by state and local chambers as 

determined by an examining committee will be recognized with Accreditation by the U.S. Chamber of 

Commerce. 

Procedures to Apply  

We want to make sure you are properly entered in our database. If you have not yet entered your contact 

information, click here http://www.uschamber.com/chambers/accreditation/intent.htm and follow the steps. 

Upon receipt, U.S. Chamber staff will enter the information into a database, allowing the applicant chamber to 

receive updates about the Accreditation process and invitations to conference calls discussing the application 

process. Do not send the program fee at this time. 

If clicking the link doesn’t work, make sure your computer is set up to access the Internet and try again. If you still 

experience difficulty, call Allison Steely at (202) 463-5760. 



Access the Application Documents 

There are nine sections of the Accreditation application: 

1. Governance 
2. Finance 

3. Human Resources and Staff 
4. Government Affairs 

5. Program Development 
6. Technology 

7. Communication 

8. Facilities 
9. Benchmarking 

 

Copies of all nine sections of the Accreditation application can be found on our Web site at 

http://www.uschamber.com/chambers/accreditation/app.htm   

These files can be completed by one person at the chamber or distributed to other chamber staff or volunteers 

to assist in the ultimate completion of the application.      

To assist in distributing the files, chamber staff or volunteers may go directly to the web site to download the 

sections of interest to them. 

No matter how many staff members or volunteers are working on the application, the chamber’s designated 

staff contact person should be the only one to communicate with the U.S. Chamber staff.  

Review the Application 

Review the application in its entirety — all nine sections — to determine whether the chamber is prepared to 

begin the Accreditation process. Use the glossary at the end of the each file to familiarize yourself with the 

language of the application. Glossary items can also be accessed by clicking on highlighted text. In the 

glossary a link is provided to return to the highlighted text. 

Complete the Application Documents 

Each applicant chamber is required to complete all nine sections of the Accreditation application.   

Each of the application’s nine sections is a self-contained document including: 

• Application instructions and overview  
• Section’s standards as defined by the U.S. Chamber  

• A list of minimum qualifications to achieve Accreditation for that section 
• A checklist of attachments 

• A digital application from  
 
Please note:  The U.S. Chamber of Commerce Accreditation application is purposely divided into sections for 

ease of use and scoring.  For this reason, we ask that you not modify the PDFs in any way (i.e. merging 
sections together, adding pages, removing pages, etc.). 

 
The digital application form is divided into two categories; the minimum requirements which must be met for 

the chamber to be Accredited, and the additional criteria which will be evaluated to determine the star ranking 
of an Accredited chamber. 



 

Complete the Conclusion and Signature Page 

The Conclusion and Signature Page can be found on our Web site 

http://www.uschamber.com/chambers/accreditation/app.htm. The U.S. Chamber requires two copies of this 

document; a hard copy of this form with signatures authorizing payment, as well as a digital copy for 

processing.  The digital copy should remain "clickable" in order to be processed correctly (i.e., the text boxes 

should be blue and remain active). 

Prepare the Application Materials for Delivery  

Copy the nine pdf files and the conclusion page and signature page to a CD or USB drive.  Print and sign the 

completed Conclusion and Signature Pages, and enclose the payment form with a signed check or credit card 

information for $699 for U.S. Chamber members; $1,199 for non members.  

Mail the Application Materials to the U.S. Chamber  

The application materials should be put into an envelope with the completed Conclusion and Signature Pages 

and the payment and mailed to: 

U.S. Chamber of Commerce 
c/o Political Affairs and Federation Relations, Accreditation 

1615 H Street, NW 
Washington, DC 20062-2000 



U.S. Chamber of Commerce Review Process 

Review 

Once the completed application and program fee have been received, U.S. Chamber staff will review the 

chamber’s submission for minimum requirements. Due to the volume of applications received, we ask that you 

please do not contact the U.S. Chamber to inquire about the status of the chamber’s application. In the event 

that minimum requirements have not been met or there are missing materials, U.S. Chamber staff will contact 

you. 

An experienced Accreditation consultant will review the application and make recommendations. The 

consultant may contact the applicant to ask questions that might arise during the review. Based on the 

findings, a confidential report with recommendations will be prepared and sent to the Accrediting board, the 

governing body of the Accreditation program made up of business and chamber executives. The Accrediting 

board will review the recommendations and approve or disapprove the chamber’s Accreditation status.  

Recommendations will be presented to the Accrediting board at the February, June, and November board 

meetings. The day following the Accrediting board meeting, the applicant will be notified about the chamber’s 

Accreditation status. 

Awards 

All Accredited chambers must meet the minimum requirements for each section of the application. If the 

applicant completed the additional criteria sections of the application, the Accreditation consultant will review 

the additional material and designate the chamber as Accredited, Accredited with 3-Stars, Accredited with 4-

Stars, or Accredited with 5-Stars based on the number of additional criteria points scored in each sections of 

the application. A chamber earning at least 70% of the total number of points will be awarded Accredited with 

3-Stars; 80%, Accredited with 4-Stars; 90% or more, Accredited with 5-Stars. 

Post Accreditation Materials  

Upon receiving Accreditation, the chamber will receive a marketing kit with the following: 

• Letter of congratulations from Tom Donohue, U.S. Chamber President and CEO 

• Press release  

• Certificate of achievement  
• Recommendations for improvement 

• Sample newsletter articles and Web page blurbs 
• Camera-ready logos 

• U.S. Chamber of Commerce resource guide 

Each chamber receiving Accreditation will be acknowledged on the U.S. Chamber’s Web site. 

Maintaining Accreditation 

To maintain Accreditation, a chamber must submit an Accreditation application every five years. Chambers will 

receive an email from U.S. Chamber staff during the fourth year of Accreditation. It will remind them of the 

need to renew and provide links to the materials required for the renewal. 



Confidentiality 

The U.S. Chamber agrees to maintain the confidentiality of information received throughout this application 

except in cases where (1) the information is or becomes publicly known from sources other than the 

application itself (2) the information is received by the U.S. Chamber without restriction from a third party (3) 

the information is independently developed by the U.S. Chamber, or (4) the information is disclosed by the 

U.S. Chamber pursuant to judicial action. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Tech Support  

Navigation 

The Accreditation application uses bookmark navigation to assist the applicant in navigating the application. 

Please note that the pages of this file are divided in two. The left-hand side presents “bookmarks” that can be 

used to take you directly to specific pages in the document. Clicking on the triangle beside the bookmarks will 

“open them up” and provide you with a more detailed set of bookmarks for the section. 

If you have had no experience with this type of navigation, give it a try and become comfortable with it before 

going on. 

Completing Each Section 

 “Yes/No” Radio Buttons 

Radio buttons —  — are used for “yes/no” questions. If you inadvertently click a “yes” button, you can 

change your answer by clicking on the “no” button, and vice-versa. Radio buttons are also used to “check off” 

items on a list. If you inadvertently click a “check off” button, you can change your answer by clicking it a 

second time. 

Short Answers 

Space is provided to enter short answers. For example, the question, “In which government jurisdiction is the 

chamber’s incorporation or charter filed?” should be answered like this: 

 

Washington, D.C. 

 
In some cases, the answer may exist in another file. It can be copied and pasted into the text box.  

 

Where the answer is best provided by entering the entire file, the file can be attached, see below. 
  

Attachments 

In each section you are required to provide Attachments to support the application. Instructions for making 

the Attachments follow. Note that you can terminate the process before it is complete by pressing the escape 

key (ESC). 

Digital files 

If the attachment is a digital file in a common format (Microsoft Word, Excel, Powerpoint; Adobe Acrobat pdf, 

etc.), the file can attached electronically. Each attachment has an “attachment area” that looks like this: 

Attachment:  ______ 

A reminder of the instructions to attach a file can be accessed by clicking the ? icon. 



Steps for Making Attachments 

1. Go to the menu at the top of the screen. It looks like this: 

 

2. Click on “Tools” and a drop-down menu will appear. It looks like this: 

 

3. Drag the cursor over the words “Comment & Markup” to show the next drop-down menu. It looks like 

this: 

4. Click on the line “Attach a File as a Comment.” The arrow points to it. Click anywhere in the “Attachment 

Area” to trigger your computer’s operating system to open.  

5. Find the file you want to attach and click on it. 



6. Click on the “Select” button at the bottom of the window in your operating system and a new window will 

appear that looks like this: 

 

7. Click on the “Paperclip” icon, and click the “OK” button. 

A “Paperclip” will appear in the “Attachment Area.” Clicking on this icon will open the file you have attached. If 

you want to unattach the file, select the icon with your cursor and hit the delete key. 

Printed Files 

If your document is in printed form and no digital copy is available, it can be converted to a pdf file by having 

it scanned. Converting printed files to digital format is the best way to deal with these attachments. 

If you cannot have the file scanned, you can send it to the U.S. Chamber of Commerce in its printed form. The 

U.S. Chamber will have it scanned at attached to your application document for a fee of $1.00 a page. 

Essays 

Space is provided to enter essays. They must be as thorough as possible and the space will expand to 

accommodate essays of up to 1,000 words. Each essay response must be as thorough as possible.  

The space can accommodate text only. If your essay already exists in a digital format, you can save time by 

including it as an attachment. If you would like to include tables, charts, or graphs in this section as a way to 

better clarify or enhance the essays, you can put them into a digital format and attach the file. 

 



Frequently Asked Questions (FAQs) 

Q We have documents that we think the U.S. Chamber of Commerce should review but there is no place for 

them to be attached in any of the sections. 

A An area has been provided at the end of Section Nine — Benchmarking — where additional attachments 

can be made. Please note that the U.S. Chamber of Commerce will review these items but may not 

include them in the basic scoring of the application.  However, if the material is noteworthy or exemplifies 

an industry best practice, it may be eligible to receive discretionary points that may affect the chamber’s 

star rating. 

 

Q There are places where we would like to add a comment but there is no text box available.  

A Generally speaking, text boxes are made available where additional information is needed to determine 

the chamber’s level of compliance.  However, if an applicant would like to insert more information, the 

applicants can always use Adobe Acrobat Reader’s “Sticky Note” feature to insert a comment anywhere in 

the application forms. To access this feature click on the Tools menu at the top of your screen and slide 

the cursor down to “Comment and Markup.” A list of features will appear with “Sticky Note” at the top. 

Click on the “Sticky Note” icon then move your cursor to the place in the document where you would like 

to make a comment. Click again and the “Sticky Note” will appear. Write your comment in the space 

provided then click anywhere in the document to continue. 

 

Q Completing the forms is time-consuming. Will we have to redo everything when it is time to renew our 

accreditation? 

A The set of nine pdf files should be kept in a safe place, with backup copies available elsewhere. At 

renewal, use the original set of pdf files, make changes only and save them under a new name, e.g. 

Section One – Governance 20??.  This new set of files is then sent to the U.S. Chamber of Commerce for 

review. No need to completely redo the forms. 

 

Q We have very large files on separate media and cannot attach them to a pdf file. 

A These files can be submitted on separate media (CDs, DVDs, USB drives, etc.) and enclosed in the same 

envelope used to send the nine sections to the U.S. Chamber of Commerce and the Accreditation fee. A 

note should be included to indicate what the files are and the section of the application forms to which 

they apply. 

 

 

 



Q Can more than one person be involved in completing the forms? How would this be done? 

A While it is best for one person to coordinate the process and serve as the communicator with the U.S. 

Chamber of Commerce, many chambers will want to involve more than one person. Chambers will often 

distribute the pdf file for certain sections to specialists who are responsible for completing them. For 

example, Section Two – Finance may be given to the CFO who completes it and sends it back to the 

person coordinating the application for the chamber.  

 

 



3. Human Resources and Staff 

Standard 
An Accredited chamber meets all federal and state regulations governing employers and acts as a 
catalyst in the professional development of its staff. Each chamber staff member recognizes his or her 

responsibility for implementing the decisions of the board of directors. 

Minimum Qualifications 
• Distinct roles and job descriptions are set up for staff 
• Staff understands chamber’s mission and program of action 

• Personnel policies are in place and current 

• Meets federal and state regulations regarding employees 

Minimum Requirement Attachment Checklist 

A 3.1 Sample employee job descriptions
 
a) President/CEO or executive director  

b) Administrative staff
 
c) Mid-level management (if applicable) 


 A 3.2 Personnel policies 

Additional Criteria Attachment Checklist  

A 3.3 Agenda for the chamber’s employee orientation program
 
A 3.4 Employee performance review materials
 

Section 3: Human Resources, page 1



Section 3: Human Resources Minimum Requirements
 

A. General 
1. Please indicate the following: 

a. Number of full-time employees 

b. Number of part-time employees 

c. Number of interns 

2. Are there job descriptions for each staff position?

a.	 If yes, does each job description include: (check all that apply) 

 Job objective 

Clear description of essential responsibilities and duties 

Description of relationships and roles within the chamber 

Knowledge and skills requirement

 Job location 

Yes  No 

A 3.1 Attach a sample copy of a current employee job description for each of the following:  (a) 
Senior executive (b) Administrative personnel (c) Mid-level manager (if applicable).    

Attachment (a) : __________ 

Attachment (b) : __________ 

Attachment (c) : __________ 

3. Do employees understand the chamber’s mission and strategic goals? Yes  No 

Section 3: Human Resources, page 2




Position Description 
 
Position:   President/CEO (Chief Paid Executive) 
 
Reports to:   Chairman of the Board 
 


A. Nature and Extent of Assignment 
 


a. Basic Function:  The President is the chief administrative officer of the 
organization 


b. Scope:  The President is responsible to the Board of Directors for the full 
range of activities – coordination of the program or work, organizational 
structure and procedures, motivation of volunteers, income and 
expenditures, maintenance of membership, employment, training and 
supervision staff, interpretation of policy, maintenance of quarters and 
long-range planning. 


c. Functions Performed: 
1. Program of Work – Through the proper committee the President is 


responsible for identification of Chamber and community needs and 
for the preparation of a program of work designed to meet these needs.  
This involves a constant evaluation of the program, with 
recommendations for change as needed, and a system of measuring 
progress toward attainment of program and community goals. 


2. Chamber Structure and Procedures – The President must be constantly 
attentive to the internal structure of the Chamber, to insure that the 
organization is effectively geared to function with maximum 
efficiency in the anticipation identification and solution of Chamber 
and community problems.  The President will recommend to the Board 
such changes in structure and procedures as are needed. 


3. Motivation of Volunteers – Key to the effectiveness of the Chamber is 
the ability of the President to motivate and inspire volunteers to 
creative and fruitful action. 


4. Income and Expenses – Through the Executive committee, the 
President is responsible for drawing the Chamber budget and relating 
budget to program goals.  As approved by the Board, the President is 
responsible for all expenditures within the framework of the budget.  
The President will arrange the preparation of statements of expenses 
by department.  The President will insure that financial records of the 
Chamber are audited annually and seek maximum staff efficiency in 
all financial procedures. 


5. Membership – The Contact Club, supported by the Internal Affairs 
Department, is responsible for maintaining the membership at a level 
which will insure necessary income for the operation of the program. 


6. Staff – The President is responsible for the employment of all staff 
personnel, the assignment of their duties, the supervision of their work 
and the establishment, within the framework of the approved budget, 







of the terms of their employment.  As indicated by the program of 
work, the President creates such departments as are needed to 
implement the program.  The President will develop and conduct 
continuing on-the-job training programs and will insure participation 
in professional conferences, seminars and institutes as are needed to 
develop and maintain operations at a peak of efficiency. 


7. Interpretation of Policy – The President will insure that Chamber 
policy, as established by the Board, is properly recorded in minutes 
and indexed in the Policy Manual.  The President will assist the Board, 
committees, members and the staff in interpretation of policy in 
relation to any given question of program.  The President will assist 
the Chairman in preparation of statements of Chamber position of 
public issues.   


8. Headquarters – As approved by the Board of Directors the President is 
responsible for the location, design and maintenance of headquarters 
which will provide for an efficient operation and present on behalf of 
the community an attractive “front door” for the use of Chamber 
members, citizens of the community and visitors. 


9. Long-range planning -  Under a constantly evolving Board of 
Directors and annual change in officers, the President is responsible 
for maintaining continuity and consistency in programming .  Based 
on proper research of community needs, the President must anticipate 
emerging and long-range problems and recommend Chamber and 
community programs to meet such problems. 


10. Liaison –  
a. With the Board of Directors – The President must earn and 


maintain the respect and confidence of the Board, individually and 
collectively.  The President is responsible for preparing an agenda, 
maintaining Board minutes and records, carrying out plans and 
programs of the Board in accordance with established policies, 
serving as representative of the Board for all contacts with the 
staff, initiating programs for consideration by the Board, and 
advising the Board on all matter under consideration.   


b. With Chamber Members – The President must motivate to support 
– personally and financially – an aggressive Chamber program.  
The incumbent must analyze and interpret the needs of members 
and recommend revisions in the program of work to improve 
service and assistance to make membership more valuable.  The 
President will entertain suggestions, proposals, and requests from 
the members and translate them into action consistent with the 
fundamental objectives and policies of the Chamber.  The 
President will render such personal service to members as the 
occasion may require and time may allow.   


c. With the Staff – The President must lead the professional staff.  
Since he/she is responsible for the employment and training of all 
staff members, the President assumes responsibility for their 







efficient performance of duty.  As required by the program of 
work, the incumbent establishes appropriate departments, defines 
the general purpose of such departments and assigns duties 
accordingly.  The President must create working conditions that 
are conducive to maximum performance and employee morale. 


d. With the Community – Through personal contacts with key 
community leaders, the President helps share the community.  
He/she is frequently called upon to relate Chamber activities to the 
activities of all other groups in improvement of the commercial, 
industrial and civic life of the community.  The President 
represents the Chamber in meetings of local, state and national 
organizations.  He/she must constantly strive to develop a better 
public understanding of the purpose and function of the 
organization.   


 
B. Responsibility and Authority 


 
A. Personnel:  The President is responsible for a full-time staff of 


approximately four people 
B. Material and Products:  Within budget allocation, the President is 


responsible for the purchases, storage and use of all Chamber supplies and 
equipment. 


C. Money:  The President is responsible for the income of the Chamber, 
including funds from other sources that are administered by the Chamber. 


 
D. Additional Responsibilities 


 
A. Secretary, East Texas Area Foundation 
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Position Description 
Nacogdoches County Chamber of Commerce 


 
Position:  Executive Assistant 
 


Reports to:  Chamber CEO  
 


I. Nature and Extent of Assignment 
 


A. Basic Function:  The Executive Assistant to the CEO will perform bookkeeping, 
secretarial and general office duties, including clerical services for committees and 
chamber related organizations.  Responsible for billing and membership accounts, 
lists, receipt and crediting of payments.  Secondary responsibility is telephones. 
The Executive Assistant is the “first back-up” for greeting incoming calls and 
visitors. 


 


B. Functions Performed: 
 


1. Serve as an assistant to the Chamber CEO and perform other duties as 
assigned. 


2. Under direction of CEO, handle all in-house accounting, such as deposits, 
payables, payroll, financial statements, taxes and insurance with 
assistance from the accounting firm and, when appropriate, with Chamber 
treasurer. 


3. Maintain the office files for all correspondence, minutes, and general 
information for Chamber. 


4. Prepare material (reports, agendas, minutes, etc.) for meetings and make 
all arrangements under the direction of the CEO.  Assist in the preparation 
and refreshing of meeting rooms. 


5. Handle correspondence and general secretarial responsibilities for CEO. 
6. When assigned, attend and work the 4th Friday Luncheons, the monthly 


Alive After Five mixers and other out-of-office Chamber events. 
(Greeting and registering guests and taking tickets/money).   


7. Maintain corporate files and records for all corporations of the Chamber 
and the East Texas Area Foundation. 


8. Assist in preparation of Chamber newsletter. 
9. Maintain membership and billing software and data. 
10. Maintain files for all committees and keep current committee lists. 
11. Working with Membership/Marketing Manager, send e-mail, fax or 


mailed notifications of grand openings and ribbon cuttings to 
Ambassadors and media. 


12. Responsible for maintaining inventory and ordering office supplies. 
13. Responsible for maintaining office machines in working condition. 
14. Pick up and distribute the mail daily to each department. 
15. Assist with large mailings to the membership. 


 


II. Knowledge, Skills and Abilities 
1. Excellent written and oral communication skills 
2. Time management skills, including completing assignments in a timely manner 







3. Teamwork skills 
4. Mastery of Microsoft Office programs: Word, Excel 
5. Ability to read and analyze financial statements and spreadsheets 
6. Knowledge of database programs 
7. People skills: greeting public, providing warm customer service and working 


with rest of staff while exhibiting an enthusiastic attitude, professional 
appearance and demeanor. 


8. Initiative: ability to prioritize and begin work without direct supervision 
9. Ability to write text and edit documents for website 
10. Ability to lift 25 pounds 


 


III. Required Education, Training, Certificates and/or Licenses 
1. Preferred:  Relevant coursework with good grades from an accredited college or 


university, plus a minimum of two years full-time experience in a field related 
to this position 


2. Hold a valid Texas Driver’s license 
 


IV. Supervision and Functional Assistance Received 
 


A. Supervision:  Supervised by the CEO.  In the absence of the CEO, by the 
Membership and Marketing Manager.  Will perform other work for staff members 
as required.  Will perform other work as requested.  Conflicts on work schedule 
and assignments will be resolved by the CEO. 


 
B. Outside Working Relationship:  Will work extensively with the officers, Board 


of Directors and Committee Chairmen of the Chamber of Commerce.  Will have 
some contact with public officials and general membership. 


 
C. Internal Working Relationships:  Under the sole authority and supervision of the 


Chamber CEO, but will assist other staff managers as needed.  Will assist the 
administrative assistant with telephone and visitor duties 


 
D. Resolution of Issues:  Job-related issues for the Executive Assistant will be 


resolved solely with the Chamber CEO, not through contact with Chamber 
volunteer leaders. 


 
V. Authority   


 
Has the authority to commit the Chamber for expenditures of up to fifty dollars 
without further approval. 
 


Position description edited 10-10-12, 8-27-08, 5-23-08 - BP 
 
We have read, discussed and understand the above position description 
 
Employee signature __________________________________  Date ______________ 
 
Supervisor signature __________________________________ Date _______________ 
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Position Description 
Nacogdoches County Chamber of Commerce 


 


Position: Administrative Assistant / Information Specialist 
 


Reports to:  President/CEO 
 


I. Nature and Extent of Assignment 
The Administrative Assistant / Information Specialist holds a customer service 
position.  Primary goals include meeting and greeting the public and providing 
accurate information in a friendly manner. 


 


A. Basic Function:  Receives and assists visitors in person, via telephone, or 
via Internet by answering questions, providing published literature, or 
directing them to the proper persons or department. Provides secretarial 
assistance as needed by supervisors. 


 


B. Functions Performed: 
1. Direct visitors to various departments and meetings in the Chamber 


and advises visitors about various attractions and accommodations in 
the area.  Dispense maps, brochures and information.  Keep brochure 
racks filled, in order, maintain inventory of brochures and other 
needed materials.  Handle sales of items and maintain inventory of 
maps and directories.  Assist in keeping facility and grounds clean. 


2. Maintains community information lists and other documents in hard 
copy and on website. 


3. Handles incoming telephone calls, event registration, and files press 
clippings.  Assists in meetings by setting up event, notifying 
participants, preparing notices and agendas, reminding members by 
telephone and/or e-mail, preparing and refreshing meeting room. 


4. Organizes printed materials and executes large mail-outs. 
5. Works with other staff members when a large project requires 


assistance from the entire staff.  However, should a conflict arise, the 
President/CEO will determine which project takes priority. 


 


II. Knowledge, Skills and Abilities 
1. Excellent written and oral communication skills 
2. Time management skills, including completing assignments in a 


timely manner 
3. Teamwork skills 
4. Mastery of Microsoft Office programs: Word, Excel 
5. Knowledge of database programs 
6. People skills: greeting public, providing warm customer service and 


working with rest of staff while exhibiting an enthusiastic attitude 
7. Initiative: ability to prioritize and begin work without direct 


supervision 
8. Ability to write text and edit documents for website 
9. Ability to lift 25 pounds 


 







III. Required Education, Training, Certificates and Licenses 
1. Preferred:  Relevant coursework with good grades from an accredited 


college or university, plus a minimum of two years full-time 
experience in a field related to this position 


2. Hold a valid Texas Driver’s license 
 


IV. Supervision and Functional Assistance Received 
1. Supervision:  Supervised by the president.  In the absence of the 


president, by the Membership and Marketing Manager.  Will perform 
other work for staff members as required.  Will perform other work as 
requested.  Conflicts on work schedule and assignments will be resolved 
by the president. 


2. Outside Working Relationship:  Will work extensively with the officers, 
Board of Directors and Committee Chairmen of the Chamber of 
Commerce.  Will have some contact with public officials and general 
membership. 


3. Internal Working Relationships:  Under the sole authority and 
supervision of the Chamber president, but will assist other staff as needed. 
Will assist the executive assistant with membership and database issues. 
Will assist in supervising interns, under direction of 
Membership/Marketing Manager. 


4. Resolution of Issues:  Job-related issues will be resolved solely with the 
Chamber president, not through contact with Chamber volunteer leaders. 


 


V. Authority   
Has the authority to commit the Chamber for expenditures of up to fifty 
dollars without further approval. 


 
 
 
 
We have read, discussed and understand this position description 
 
 
Employee name (printed) ______________________________ 
 
 
Employee signature  ________________________________ Date_____________ 
 
 
Supervisor name (printed) ______________________________ 
 
 
Supervisor signature __________________________________  Date _____________ 


 
 
 
BP  - Administrative assistant position description Updated 10-16-03, 11-10-05, 8-24-07, 8-13-08 


 





		Reports to:  President/CEO

		I. Nature and Extent of Assignment

		II. Knowledge, Skills and Abilities

		III. Required Education, Training, Certificates and Licenses



		IV. Supervision and Functional Assistance Received

		V. Authority  
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Nacogdoches County Chamber of Commerce 
 


Position Description  10/12/12 update 7 
 


Position:   Membership and Marketing Manager 
 


Reports to:   Chief Executive Officer (CEO) 
 


I. Nature and Extent of Assignment 
 


A. Job Summary:  The Membership and Marketing Manager is responsible 
for retaining and expanding the Chamber’s membership base, securing 
sponsorships and leading other fundraising activities of the Chamber.  The 
incumbent is a key communicator, working with members and prospective 
members one-on-one, in groups, and through media such as newsletters, e-
mail and websites. The incumbent carries out other functions as directed, 
and may be given responsibility for certain executive duties in the absence 
of the CEO.   


 


B. Functions Performed: 
 


1. Administrative and Managerial:  Assists the CEO.  Serves as a 
team member and coach to other staff members; assists and 
counsels them on programs and projects.  


2. Membership:  Provides financial resources to meet and exceed 
budget requirements.  Primary responsibilities are creating value 
for members, identifying and contacting prospective members, 
selling memberships, conducting membership campaigns with 
volunteers, calling on past-due members and recovering 
delinquent and cancelled memberships. Incumbent also arranges 
member orientations, coordinates membership services and 
events. Is main staff liaison for the Total Resource Campaign 
(TRC), SFA-Chamber Connection, Chairman’s Circle and 
Chamber Ambassadors. Is a prime contact for Government 
Affairs Committee, Agribusiness Committee and Education 
Committee. Assists with other committees as assigned. 


3. Leadership Nacogdoches:  The incumbent oversees the 
organization of the Leadership Nacogdoches program, working 
closely with volunteer leaders.  Makes recommendations for 
improvement of the program.  Makes arrangements for travel, 
meals and facilities as needed.  Also sees that detailed 
accounting of the entire program is produced and manages the 
tuition to produce or exceed budgeted profit. 


4. Business Management:  Helps prepare annual budget; makes 
periodic budget reports for special projects.  Competent on 
membership database. Provides reports and forecasts to the CEO.  
Participates in dues structure and evaluation. Handles 







miscellaneous functions relating to the management of the 
organization. 


5. Intern Supervision and Recruiting:  Working with contacts at 
Stephen F. Austin State University, secures intern applicants, and 
interviews, evaluates and supervises interns, with assistance and 
input from other staff members. 


6. Texas Blueberry Festival:  Incumbent is a prime staff contact 
for the festival, working with festival leaders, volunteers and 
staff to produce the festival and promote it to the media and 
public. The festival is the second weekend in June. The 
incumbent is required to work extra hours in preparation for the 
festival and through the festival weekend. 


7. Accountability:  The Membership and Marketing Manager is 
directly accountable for certain purchasing areas and 
housekeeping in the absence of the CEO.  He/she is also 
accountable to the CEO for Chamber Membership. He/she will, 
therefore, keep the CEO informed at all times concerning the 
membership of the Chamber. 


8. Results:  The results are measured by the efficiency with which 
the organization operates and by the financial condition of the 
Chamber as measured by monthly reports. 


9. Supervision:  Supervised by the CEO. 
10. Outside Working Relationships:  Will work directly with the 


officers, Board of Directors and committee chairmen of the 
Chamber of Commerce.  Will have some contact with public 
officials and general membership. 


 
II. Knowledge, Skills and Abilities 


1. Excellent written and oral communication skills 
2. Ability to sell memberships, retain members and collect past dues 
3. Time management skills 
4. Supervisory and teamwork skills 
5. Mastery of Microsoft Office programs: Word, Excel 
6. Ability to read and analyze financial statements and spreadsheets 
7. Knowledge of database programs 
8. Knowledge of Web programs such as Contribute, Dreamweaver and 


content update programs specific to our websites 
9. Ability to design, write and edit documents and web pages 
10. Graphic and art skills 
11. Ability to lift 25 pounds 


 
III. Required Education, Training, Certificates and/or Licenses 


1. Preferred: Graduation from an accredited college or university with a 
bachelor’s degree, plus a minimum of two years full-time experience 
in a field related to this position 


2. Holds a valid Texas Driver’s license 
 







IV. Financial authority 
 Has the authority to commit the Chamber for expenditures of up to two 
hundred dollars without further approval.  Note:  All contracts are signed by 
the CEO  


 
 
We have read, discussed and understand this position description and updates. 
 
 
Employee name (printed) ______________________________ 
 
 
Employee signature  ________________________________ Date_____________ 
 
 
Supervisor name (printed) ______________________________ 
 
 
Supervisor signature __________________________________  Date _____________ 


 
 
 
 
 
 
 
 
 
BP  - Membership Director position description Updated 11-10-05, 2-2-06, 8-15-08, 10-12-12 


Version 7 


 





		Reports to:   Chief Executive Officer (CEO)

		I. Nature and Extent of Assignment

		II. Knowledge, Skills and Abilities

		III. Required Education, Training, Certificates and/or Licenses

		IV. Financial authority





finance
File Attachment
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B. Policies and Procedures  
1. Does the chamber have a centralized location for all personnel policies (Either on Yes  No 

shared network drives or published in a manual)?

a. If yes, please indicate what the policies include: (check all that apply) 


 (1.) Organization background 


 (2.) Personnel policies relating to:


 i. Hiring 

ii. Hours of work

 iii. Discipline and dismissal 

 iv. Pay period 

 v. Benefits

 vi. Absences

 vii. Performance and evaluation 

 viii. Harassment

 ix. Whistle-blower clause 

x. Standard of conduct and ethics


 (3.) Administrative policies
 

A 3.2 Attach a copy of the chamber’s personnel policiesi. 

Attachment : __________ 

Section 3: Human Resources, page 3




 
 
 
 
 
 
 
 
 
 


 
2516 North Street 


Nacogdoches, Texas 75965-3518 
936-560-5533 


www.nacogdoches.org
 


Personnel Policy 
Handbook 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


Version 3 
Initiated 2004 


edited 8/7/08 bp 
reviewed 11/30/11 bp 


  


F:\Shared Files\Accreditation - US Chamber\3 Human Resources\A3-2 PERSONNEL POLICY HANDBOOK bp edits 2011.doc  - 1 - 



http://www.nacogdoches.org/





Introduction 
 


The Nacogdoches County Chamber of Commerce is very glad to have you as a member 
of our staff.  The Chamber has created this handbook to communicate its employee 
policies and to provide a professional workplace that values honesty, openness, fairness, 
and effectiveness.   
 
The language used throughout this policy handbook is not intended to create, and should 
not be interpreted to create an employment contract for any specific length of time or any 
other contractual obligation between The Chamber and any employee.  Although The 
Chamber hopes your employment relationship will be long and mutually beneficial, 
employment at The Chamber is “at will”.  In other words, regardless of any statement 
included in this handbook or in any other document or statement issued by The Chamber, 
every employee has the right to terminate his or her employment at any time, for any 
reason, with or without notice.  The Chamber also has the right to terminate any 
employee’s employment at any time, for any reason, with or without notice. 
 
 No employee or officer of The Chamber is authorized to enter into oral or written 
contracts with employees other than in documents specifically designated as employment 
contracts by the President. 
 
The policies contained in this manual take precedence over and supercede any previous 
policies in effect for Chamber employees and any actions taken by the Board of 
Directors.  The Executive Committee of the Board of Directors may revise these policies, 
or add new policies at any regular or called meeting of the Board.  The new or revised 
policies will go into effect as directed by the Board, and upon notification of The 
Chamber staff. 
 
Please contact the President/CEO if you have any questions about this policy handbook. 
 
 
 
       ______________________________ 
       Bruce R. Partain 
       President/CEO 
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EMPLOYEE RECEIPT 
PERSONNEL POLICY HANDBOOK  
 
 
Instructions for Employee: 


• Read the Personnel Policy Handbook 
• Sign two originals of this receipt page. 
• Obtain President/CEO’s signature on both originals. 
• Retain one original with both signatures. 
• Give President/CEO one original with both signatures. 


 


- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
 
I have read this personnel policy handbook and understand its provisions.  I understand 
that the policies in this handbook are not conditions of employment and that the language 
used in this handbook is not intended to nor does it create a contract.  I understand that 
the contents of this handbook are presented as a matter of information only. 
 
I also understand these policies and procedures are subject to change by the Executive 
Committee of the Board of Directors, unilaterally and without motive and when The 
Chamber deems that such action is necessary.   
 
I have read the Substance Abuse Policy and the E-mail and Internet Policy in the policy 
handbook and understand my employment with the company is contingent upon adhering 
to these policies 
 
Finally, I understand that The Chamber is an employment-at-will organization and 
understand that both The Chamber and I are free to terminate this relationship at any time 
with or without cause. 
 
___________________________ 
EMPLOYEE (print name)     
 
 
___________________________   ____________________________ 
 
EMPLOYEE SIGNATURE    Date signed 
 
 
___________________________   ___________________________  
President/CEO (print name)   Date signed 
 
 
___________________________  
 
President/CEO Signature 
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SECTION 1 
 


GENERAL PROVISIONS 
 
 
 


1-1 Vision and Mission Statements of the Nacogdoches County Chamber 


VISION: Leading Nacogdoches to be the ideal place to live, work, play and do business. 


MISSION: Creating an environment where business can succeed. 


1-2    Equal Employment Statement    it is the policy of The Chamber to provide 
equal employment opportunity for all employees and applicants for employment without 
regard to sex, age, race, color, religion, national origin, disability or citizenship status. 
It is the Chamber’s policy to provide hiring, promotion and advancement opportunities, 
as well as all other terms and conditions of employment, in a non-discriminatory fashion 
without regard to race, religion, color, age, sex, national origin, veteran status or 
disability. 
All employment decisions including but not limited to hiring, promotion, demotion, 
recruitment, advertisements, discharge and rate of pay shall be conducted in a non-
discriminatory fashion without regard to sex, age, race, color, religion, national origin, 
disability or citizenship status. 
 
1-3  At-Will Employment    Employees of the Chamber the right to leave their 
employment at any time, for any reason, with or without notice.  The Chamber has the 
right to terminate employees at any time, for any reason, with or without notice. 
 
 


SECTION 2 
 


POLICY & PROCEDURES 
 
2-1 Organizational Background   The Nacogdoches County Chamber of Commerce 


is a voluntary organization of business and professional men and women who 
have joined together for the purpose of promoting the economic progress of our 
community.   


 
 
2-2 Personnel Policies     
 


a. Hiring:  The President/CEO has the sole responsibility for hiring staff 
personnel required to conduct the business of the NCCC.  The Board 
of Directors hires the President/CEO. 
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b. Hours of Work The workweek is normally Monday through Friday 
from 8:00 a.m. to 5:00 p.m.  However, some NCCC functions may 
make weekend or evening work necessary.  One hour is allowed for 
lunch.  Co-workers should coordinate lunch breaks so the office will 
be adequately covered at all times. 


 
c. Discipline/dismissal Employees may be disciplined and/or terminated 


only by the President. 
 


d. Sick Leave Hourly full-time employees accrue sick leave at a rate of 
four hours per month.  Salaried employees accrue sick leave at a rate 
of four hours per month.  Any additional time will be at the discretion 
of the President.  At the discretion of the President/CEO, sick leave 
may be carried over from year to year. Accumulated sick leave may be 
compensated at the end of an employee’s employment, at the 
discretion of the President/CEO. 


 
e. Pay Period Salaried employees are paid on the 15th and last day of the 


month.  When a payday falls on a weekend or holiday, checks will be 
distributed on the working day closest to the payday.  Hourly 
employees are to calculate hours worked per week at the end of each 
pay period and give to the department manager, who will initial the 
time sheet and give to the President.  Checks will be ready by 5:00 
p.m. on payday and may be picked up in the President’s office.  
Checks should be picked up in person and will only be given to the 
specified unless written permission is received. 


 
f. Absences On occasion, it is necessary for an employee to be away 


from the job.  Employees with no accrued sick or annual leave may be 
granted reasonable leave without pay upon approval of the President. 


 
g. Performance and evaluation The purpose of performance 


evaluations is to help employees improve and develop there skills, and 
to support personnel decisions.  Performance evaluations shall be 
conducted by the President/CEO, put into written form, entered into 
the employee’s personnel file and submitted to the Chairman of the 
Board.  As part of the performance review, each employee shall 
complete a self-evaluation using the format prescribed in the 
performance review process.  Each employee will be given the 
opportunity to review their evaluation prior to a review conference 
between the employee and the President/CEO.  Each employee will be 
given a copy of his/her evaluation after the conference and, if he/she 
wishes, may submit written comments regarding their evaluation. 
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SECTION 3 
 


EMPLOYEE BENEFITS 
 
3-1 Employee Benefits  


a. Vacations Full-time employees accrue vacation at a rate of two weeks  
after completion of one-year continuous service.  After five years 
employees receive a maximum three weeks vacation.  Part-time 
employees accrue no vacation time.   
Vacation may be taken at any time during the year, but must be pre-
arranged to avoid conflict with schedules and other work of the 
NCCC, which may require the presence of the staff member.  All 
vacation leave is subject to the President’s approval. 
No more than two employees may be on vacation at the same time.  In 
the event of a conflict, preference will be given to service seniority.  
Only one-week vacation may be carried from one year to the next, and 
no employee shall take more than three weeks vacation in any one 
year. Should a holiday, which is observed by the NCCC, occur during 
an employee’s vacation, it is not charged against that employee’s 
vacation time.  Vacation accrued by an employee will be paid upon 
termination or resignation. 
 


b. Holidays The holidays regularly observed by the NCCC are: 
New Year’s Day  Thanksgiving Day 
Good Friday   Day After Thanksgiving 
Memorial Day  Christmas Day, + one  
Independence Day    (at the President’s discretion) 


    Labor Day   Martin Luther King Day 
 


c. Medical Insurance All full-time employees of the NCCC are eligible                                
for medical coverage following completion of 30 days continuous 
employment. The NCCC pays the first $500 of the monthly premium. 
The employee is responsible for any amount over $500.  Dependent 
coverage is also available at the expense of the employee.  Part-time 
employees are not eligible for NCCC paid insurance. 


 
 


d. Worker’s Compensation  Employees are protected under provisions 
of worker’s compensation, which provides medical and hospital care 
and partial compensation for lost time due to an accident or 
occupational disease during the course of employment. 
The NCCC pays a considerable sum each year for the insurance 
required for this protection.  Prompt report of accidents arising out of 
or in the course of employment is essential to protect the employees’ 
insurance interests. 
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e. Retirement A competitive 401(k) retirement plan is offered after you 
have completed 12 months of service.  NCCC will match up to 50% of 
your pre-tax contribution up to 10%. Currently, the 401(k) plan is 
through the American Chamber of Commerce Executives (ACCE). 
Contributions are pre-tax. The contributions are invested in mutual 
funds managed by the Principal Financial Group. The employee 
controls selection of funds and can manage his or her account in 
writing, on the phone, or via the Internet. Quarterly statements of 
activity and performance are sent to the employee. Detailed 
prospectives of the various plans are also sent directly to participating 
employees.  


 
f. Comp Time Comp time accumulates at an hour and a half per hour 


worked over 40-hour week.  On short events, such as Fourth Friday 
luncheons, the preference is for one hourly employee working the 
event to come in at 9 am and work until 5 p.m. or another to come in at 
8 a.m. and leave at 4 pm, keeping the workday at 8 hours.  The 
Chamber furnishes employees with lunch at these events. 
Comp time should be used within three months.   
 
At the discretion of the President/CEO, if the employee requests, comp 
time may accumulate for up to twelve months.   
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SECTION 4 
 


GENERAL OFFICE PROCEDURES 
 
4-1 General Office Procedures 


a. Correspondence All inquiries or requests should be answered within 
three working days.  If a delay is anticipated in order to gather 
information, the request should be acknowledged.  Neatness and 
accuracy are essential.  Replies to e-mailed requests are expected 
within the day of receipt if at all possible. 


 
No letter should leave the office unless a duplicate hard-copy is on 
file.  When the same letter is sent to several persons, retain only one 
copy with a list of persons receiving the letter. 
 
Whenever a letter is written under the name of an officer or committee 
head, a copy should be sent to the person whose name is used.  Prior 
permission must be obtained unless the letter is standard or routine.  
When sending a letter under another’s name, determine whether the 
addressee is known on a first name basis 
 
It is easy to overlook enclosing material, so always double check mail 
to avoid this common error. 
 


b. Mail.  First class mail is used for regular correspondence and billings.   
“Bulk rate” or standard mailings are used for the monthly membership 
mailout. See details in the Chamber procedure file on the F:drive. 
These bulk rate mailings are bundled by zip code. 
Postage is the same as money and therefore a budget item and 
accountable.  Personal items are not to be run through the postage 
meter.  The administrative assistant is in charge of the postage meter 
operations. 
 


c. Filing An adequate and systematic set of files is maintained.  All filing 
should be in accordance with this standard procedure in order to make 
records readily available.  Employees should be familiar with the 
“common files” and be able to retrieve information quickly. 


 
d. Leaving the Building Every employee is expected to attempt to 


inform their immediate supervisor when they will be out of the 
building.  Every employee must inform the administrative assistant 
when they are going out, giving destination and approximate time of 
return. 


 
e. Work Area Offices should be kept neat and orderly at all times.  Tops 


of desks, files and bookcases should be kept clear of unnecessary 
items.  Desks should be cleared at the end of the day. 
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f. Use of Telephones In answering the telephone, each employee should 


bear in mind that he or she can make a friend for the Chamber and 
Nacogdoches or lose one every time a call is made.  It is necessary that 
every courtesy be shown to the person at the other end. 
All telephone calls should be answered promptly.  The receptionist – 
and all who answer calls - should answer all incoming calls with:  
“Good Morning (Afternoon) Nacogdoches County Chamber of 
Commerce this is (your name)”. 
 
Each employee will be given a TCA number for long distance business 
calls.  All personal calls will be charged to the employee’s home 
phone and will be of limited duration during work hours. 
 
Personal cell phone use should be kept to a minimum, and must not 
distract co-workers. 


 
g. Cooperation of Employees The NCCC by its nature is an example of 


teamwork.  A high degree of teamwork is necessary at the staff level.  
Employees having a slack period are expected to offer their assistance 
to others.  In turn, any employee confronted with an emergency 
assignment can expect cooperation from all other employees. 
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SECTION 5 
 


ADMINISTRATIVE POLICIES  
 
5-1 Administrative Policies 


a. Appearance Chamber employees are the business community’s 
representatives to the general public, both on and off the premises; 
therefore, the demeanor and appearance of each employee must always 
be at a level that commands respect.  Business attire will be the 
standard dress for all employees during regular work hours, and at 
Chamber events.  On special work-day occasions, employees may 
wear more casual attire, but should still take care to present a 
professional image.  In the event that an employee will be attending a 
Chamber event, or interacting with the public/members on a casual 
dress day, then employees are expected to take into account the 
perception his/her dress will give the public.  Denim jeans, shorts, 
casual shirts without collars, and sneakers are not acceptable attire on 
casual days, except on days when employees are engaged in clean-up 
duties, or engaged in other activities for which such attire is 
appropriate to the event.   


 
b. Smoking Due to concerns for the health and welfare of Chamber 


employees and visitors, The Chamber shall maintain a smoke-free 
environment, in accordance with city ordinances. 


 
c. Confidentiality Employees of The Chamber deal with both 


confidential and sensitive information.  Employees shall adhere to the 
requirement to hold confidential and sensitive any information that is 
presented to them as such.  Further, employees shall treat as 
confidential all information entered into members’ business files, and 
not release that information unless directed to do so by his/her 
immediate supervisor.  Failure to follow this guideline will be grounds 
for dismissal. 


 
d. Harassment Policy The Chamber prohibits harassment of any 


employee by any other employee based on sex, national origin, race, 
color, age, religion, disability or citizenship status.  Harassment cannot 
always be precisely defined, but, for example, sexual harassment may 
include unwelcome sexual advances, requests for sexual favors and 
other verbal and physical conduct of a sexual nature such as sexually 
related comments or physical contact.  No member of management, 
supervisor or employee has any authority to engage in or subject 
another employee to any such harassment. Any employee who 
believes he or she has been subjected to any type of harassment or 
offensive work environment should immediately notify the Chamber 
President and/or the Chamber Chairman. 
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e. Personal Conduct Orderly conduct in relations with the public and 
fellow workers should be observed at all times.  Since the NCCC is 
judged to a great extent by its personnel, it is most important that 
employee conduct be above reproach off duty as well as on.  
Consumption of Alcoholic beverages is not allowed during working 
hours or while on duty after normal working hours. (See substance 
abuse policy for further details.) 


 
f. Staff Meetings All members of the staff will participate in staff 


meetings scheduled by the President.  The purpose of these meetings is 
to permit staff members to compare calendars, recommend 
improvements, discuss problem areas, exchange ideas, and make a 
short report of current projects and upcoming meetings. 


 
g. Grievance Procedures Any NCCC staff member having a complaint 


about employment conditions may file such with the President 
 


Any employee experiencing disagreements with subordinates, peers, 
or upper level management should attempt to resolve the difference 
quietly.  If it becomes necessary to inform others of the situation, the 
employee’s immediate supervisor is to be informed FIRST and given 
three days to find a solution.  If not resolved after three days, the 
employee may go to the next higher level of supervision, up to the 
President.  Any employee taking a grievance to the highest level must 
be very sure of the importance of the case.  Employees should not 
engage board members in discussion of grievances that have not been 
presented to the President/CEO. 
 


h. Substance Abuse Policy Employees must not use, possess, conceal, 
transport, promote, or sell prohibited substances while on Chamber 
premises, in Chamber vehicles, on client premises or at a work site.  
Employees must not report for work under the influence of prohibited 
substances.  Employees must not consume alcohol in the office.  


 
a. Illegal Drugs.  The use of any illegal drugs, solvents or the 


improper use of any controlled substance while in the employ 
of The Chamber is strictly forbidden. Being under the influence 
of any illegal drug or a controlled substance while on company 
premises or while conducting company business is likewise 
forbidden and shall be cause for termination.  The use or 
possession of an illegal drug or of a controlled substance, or the 
paraphernalia associated with such, on The Chamber premises 
or outside The Chamber premises on company business is 
cause for termination.  The manufacture, sale, trade, delivery or 
knowing transportation of illegal drugs or controlled 
substances by an employee to another person is cause for 
termination and for referral to law enforcement authorities.  If 
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an employee is convicted of a felony with respect to 
possession, or is convicted of any offense arising from the 
manufacture, sale or transfer of illegal drugs (whether on or off 
the job), the employee will be terminated.  Employees must 
notify The Chamber of any such conviction within 5 days of 
the conviction.  


 
b. Alcoholic Beverages.  Being under the influence of alcoholic 


beverages while on company premises or while conducting 
company business is cause for termination.  Alcoholic 
beverages may not be consumed upon company premises or 
brought on to Chamber premises. 


 
c. Prescription and Over the Counter Drugs.  No prescription 


drugs shall be brought upon Company premises by any person 
other than the person for whom the drug is prescribed by a 
licensed medical practitioner and shall be used only in the 
manner, combination and quantity prescribed.  Even if used as 
directed, the use or being under the influence of such drug is 
prohibited to the extent that such use or influence may affect 
the safety of co-workers or members of the public, the 
employee’s job performance or the safety and efficient 
operation of the employee’s duties at The Chamber.  
Employees who feel or have been informed that the use of such 
drug may present a safety risk are to report such drug use to his 
or her supervisor and/or manager.  If it is determined that such 
risk exists, the employee may be required to take a leave of 
absence or comply with other appropriate action determined by 
management. 


 
i. E-mail and Internet Policy
 
Every NCCC employee is responsible for using the electronic mail (E-mail) system 
properly and in accordance with this policy.  Any questions about this policy should be 
addressed to the President. 
 
The E-mail system is the property of NCCC.  It has been provided by NCCC for use in 
conducting company business.  All communications and information transmitted by, 
received from, or stored in this system are company records and property of NCCC.  The 
E-mail system is to be used for company purposes only.  Use of the E-mail system for 
personal purposes is prohibited. 
 
Employees have no right of personal privacy in any matter stored in, created, received, or 
sent over the NCCC mail system. 
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NCCC, in its discretion as owner of the E-mail system, reserves and may exercise the 
right to monitor, access, retrieve, and delete any matter stored in, created, received, or 
sent over the E-mail system, for any reason and without the permission of any employee. 
 
Even if employees use a password to access the E-mail system, the confidentiality of any 
message stored in, created, received, or sent from the NCCC E-mail system still cannot 
be assured.  Use of passwords or other security measures does not in any way diminish 
NCCC's rights to access materials on its system, or create any privacy rights of 
employees in the messages and files on the system.  Any password used by employees 
must be revealed to NCCC as E-mail files may need to be accessed by NCCC in an 
employee's absence. 
 
Employees should be aware that deletion of any E-mail messages or files will not truly 
eliminate the messages from the system.  All E-mail messages are stored on a central 
back-up system in the normal course of data management.   
 
Even though NCCC has the right to retrieve and read any E-mail messages, those 
messages should still be treated as confidential by other employees and accessed only by 
the intended recipient.  Employees are not authorized to retrieve or read any E-mail 
messages that are not sent to them.  Any exception to this policy must receive the prior 
approval of NCCC management.  
 
NCCC's policies against sexual or other harassment apply fully to the E-mail system, and 
any violation of those policies is grounds for discipline up to and including discharge.  
Therefore, no E-mail messages should be created, sent, or received if they contain 
intimidating, hostile, or offensive material concerning race, color, religion, sex, age, 
national origin, disability or any other classification protected by law.   
 
The E-mail system may not be used to solicit for religious or political causes, commercial 
enterprises, outside organizations, or other non-job related solicitations. 
 
The E-mail system shall not be used to send (upload) or receive (download) copyrighted 
materials, trade secrets, proprietary financial information, or similar materials without 
prior authorization from NCCC management.  Employees, if uncertain about whether 
certain information is copyrighted, proprietary, or otherwise inappropriate for transfer, 
should resolve all doubts in favor of not transferring the information and consult their 
supervisor or the President. 
 
Management approval is required before anyone can post any information on commercial 
on-line systems or the Internet.  Any approved material that is posted should obtain all 
proper copyright and trademark notices.  Absent prior approval from NCCC to act as an 
official representative of NCCC, employees posting information must include a 
disclaimer in that information stating, "Views expressed by the author do not necessarily 
represent those of NCCC." 
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Users should routinely delete outdated or otherwise unnecessary E-mails and computer 
files.  These deletions will help keep the system running smoothly and effectively, as well 
as minimize maintenance costs. 
 
Employees are reminded to be courteous to other users of the system and always to 
conduct themselves in a professional manner.  E-mails are sometimes misdirected or 
forwarded and may be viewed by persons other than the intended recipient.  Users should 
write E-mail communications with no less care, judgment and responsibility than they 
would use for letters or internal memoranda written on NCCC letterhead. 
 
Because E-mail records and computer files may be subject to discovery in litigation, 
NCCC employees are expected to avoid making statements in E-mail or computer files 
that would not reflect favorably on the employee or NCCC if disclosed in a litigation or 
otherwise. 
 
Any employee who discovers misuse of the E-mail system should immediately contact 
the President. 
 
Violations of NCCC's E-mail policy may result in disciplinary action up to and including 
discharge. 
 
NCCC reserves the right to modify this policy at any time, with or without notice. 
 
Employees are required to sign an E-mail and Internet policy Acknowledgment Form as a 
condition of employment.  The form is to be signed on acceptance of an employment 
offer by NCCC. 
 
Disclaimer of liability for use of Internet.  NCCC is not responsible for material viewed 
or downloaded by users from the Internet.  The Internet is a worldwide network of 
computers that contains millions of pages of information.  Users are cautioned that many 
of these pages include offensive, sexually explicit, and inappropriate material.  In general, 
it is difficult to avoid at least some contact with this material while using the Internet.  
Even innocuous search requests may lead to sites with highly offensive content.  In 
addition, having an e-mail address on the Internet may lead to receipt of unsolicited e-
mail containing offensive content.  Users accessing the Internet do so at their own risk. 
 
Duty not to waste computer resources.  Employees must not deliberately perform acts 
that waste computer resources or unfairly monopolize resources to the exclusion of 
others.  These acts include, but are not limited to, sending mass mailings or chain letters, 
spending excessive amounts of time on the Internet, playing games, engaging in online 
chat groups, printing multiple copies of documents, or otherwise creating unnecessary 
network traffic.  Because audio, video and picture files require significant storage space, 
files of this or any other sort may not be downloaded unless they are business-related. 
 
No expectation of privacy.  The computers and computer accounts given to employees 
are to assist them in performance of their jobs.  Employees should not have an 
expectation of privacy in anything they create, store, send, or receive on the computer 
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system.  The computer system belongs to NCCC and may only be used for business 
purposes. 
 
Monitoring computer usage.  NCCC has the right, but not the duty, to monitor any and all 
of the aspects of its computer system, including, but not limited to, monitoring sites 
visited by employees on the Internet, monitoring chat groups and news groups, reviewing 
material downloaded or uploaded by users to the Internet, and reviewing e-mail sent and 
received by users. 
 
Blocking of inappropriate content.  NCCC may use software to identify inappropriate or 
sexually explicit Internet sites.  Such sites may be blocked from access by Company 
networks.  In the event you nonetheless encounter inappropriate or sexually explicit 
material while browsing on the Internet, immediately disconnect from the site, regardless 
of whether the site was subject to company blocking software. 
 
Prohibited activities.  Material that is fraudulent, harassing, embarrassing, sexually 
explicit, profane, obscene, intimidating, defamatory, or otherwise unlawful, 
inappropriate, offensive (including offensive material concerning sex, race, color, 
national origin, religion, age, disability, or other characteristic protected by law), or 
violative of NCCC’s equal employment opportunity policy and its policies against sexual 
or other harassment may not be downloaded from the Internet or displayed or stored in 
NCCC's computers.  Employees encountering or receiving this kind of material should 
immediately report the incident to their supervisors or the President.  NCCC's equal 
employment opportunity policy and its policies against sexual or other harassment apply 
fully to the use of the Internet and any violation of those policies is grounds for discipline 
up to and including discharge. 
 
Games and entertainment software.  Employees may not use the company's Internet 
connection to download games or other entertainment software, including wallpaper and 
screen savers, or to play games over the Internet. 
 
Illegal copying.  Employees may not illegally copy material protected under copyright 
law or make that material available to others for copying.  You are responsible for 
complying with copyright law and applicable licenses that may apply to software, files, 
graphics, documents, messages, and other material you wish to download or copy.  You 
may not agree to a license or download any material for which a registration fee is 
charged without first obtaining the express permission of the President. 
 
Accessing the Internet.  To ensure security and to avoid the spread of viruses, employees 
accessing the Internet through a computer attached to NCCC's network must do so 
through an approved Internet firewall.  Accessing the Internet directly by modem is 
strictly prohibited unless the computer you are using is not connected to the NCCC's 
network. 
 
Virus detection.  Files obtained from sources outside NCCC, including disks brought 
from home; files downloaded from the Internet, newsgroups, bulletin boards, or other 
online services; files attached to e-mail; and files provided by customers or vendors may 
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contain dangerous computer viruses that may damage NCCC's computer network.  
Employees should never download files from the Internet, accept e-mail attachments 
from outsiders, or use disks from non-Chamber sources, without first scanning the 
material with NCCC-approved virus checking software.  If you suspect that a virus has 
been introduced into NCCC's network, notify the President immediately. 
 
Sending unsolicited e-mail (spamming).  Without the express permission of their 
supervisors, employees may not send unsolicited e-mail to persons with whom they do 
not have a prior relationship. 
 
Amendments and revisions.  This policy may be amended or revised from time to time as 
the need arises.  Users will be provided with copies of all amendments and revisions.   
 
Violations of this policy will be taken seriously and may result in disciplinary action, 
including possible termination, and civil and criminal liability. 
 
Use of the Internet via NCCC's computer system constitutes consent by the user to all of 
the terms and conditions of this policy. 
 


 
SECTION 6 


 
JOB DESCRIPTIONS  


  
 
Refer to your individual job description. 
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 C. Federal Regulations 
1.	 Does the chamber ensure compliance with the following federal regulations? Yes  No 

(check all that apply)  

Note: If the chamber is not required to comply with a specific regulation, please indicate why in the 
explanation section below. 

a.	 Fair Labor Standards Act (FLSA) 

b.	 Equal Employment Opportunity Act (EEOC) 

c.	 Equal Pay Act 

d.	 Immigration Reform and Control Act 

e.	 Federal Unemployment Tax Act 

f. 	 OSHA Act of 1970 

g.	 Consolidated Omnibus Budget Reconciliation Act
 
(COBRA)  


h.	 Health Insurance Portability and Accountability Act
 
(HIPPA) 


i.	 Civil Rights Act 

j.	 Pregnancy Discrimination Act 

k.	 Americans with Disabilities Act (ADA) 

l.	 Age Discrimination in Employment Act (ADEA) 

m.	 Family and Medical Leave Act (FMLA) 

Explanation (where applicable): 

Section 3: Human Resources, page 4



Section 3: Human Resources and Staff Additional Criteria
 

A. General 
1. Does the chief paid executive have complete internal administrative authority? Yes  No 

2. Are staff meetings held at least monthly? Yes  No 

3. Is there an orientation program for new employees? Yes  No 

A 3.3 Please attach the agenda from the employee orientation programii. 

Attachment : __________ 

B. Policies and Procedures  
1. Are the chamber’s personnel policies reviewed annually? Yes  No 

2. Are employees required to attest to having read these policies? Yes  No 

3. Have the policies been reviewed by legal counsel in the last five years? Yes  No 

C. Performance and Evaluations 
1.	 How often is employee performance reviewed?  

 Quarterly

Other  

 Semiannually


 Annually
 

2. Is staff included in the performance review process? Yes  No 

3. Is a process of continuous staff feedback encouraged? Yes  No 

4. Is the chief executive’s performance reviewed? Yes  No 

a. If yes, who conducts the reviews? 

5. Are there systems in place for employees to share and suggest ideas? Yes  No 

A 3.4 Attach a copy of the employee performance review materialsiii. 

Attachment : __________ 

Section 3: Human Resources, page 5




401K Retirement plan   June 29, 2011 update 
Nacogdoches County Chamber of Commerce 
 
The Chamber offers a 401K plan through the American Chamber of Commerce 
Executives (ACCE). 
 
After a year of employment, and on the next enrollment date, each employee has the 
option to participate. 
 
The Chamber matches 50 percent of the employee’s contribution, up to 10 percent. 
 
Contributions are pre-tax. 
 
The employee can contribute any amount they wish. 
 
The money is invested in mutual funds managed by The Principal Financial Group. The 
employee controls selection of funds, and can manage their account in writing, on the 
phone, or via the Internet.  Quarterly statements of activity and performance are sent to 
the employee. Detailed prospectives of the various plans are also sent to the employee. 
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Performance Evaluation 
 
Name  ________________________________ 
 
Position ________________________________ 
 
Evaluated by: ________________________________  Date ____________ 
 


1) General Discussion about position, job satisfaction. 
2) Performance Criteria (re: Job Description)  (Acceptable vs. Needs Improvement) 


 
a. Accomplishment of assigned tasks   
b. Timeliness and accuracy of reports   
c. Ability to organize information and files 
d. Maintenance and presentation of information 
e. Proficient use of PC and software 
f. Quality of relationships with staff, members, volunteers 
g. Effective telephone skills 
h. Effective grammar and writing skills 
 


3) Attitudes/Work Habits 
a. Reliability 
b. Attitude 
c. Initiative 
d. Neatness of work 
e. Punctuality 
f. Attendance 
g. Professional Appearance 
h. Focus on Work 
 


4) Goals 
a. Progress on Goals set in previous evaluation period 
 
b. Goals to be achieved before next evaluation 


 
c. Specific plan to achieve goals 


 
5) Employee suggestions 


a. How can your supervisor enable you to do your job better? 
 
b. What do you think we need to do to make the Chamber better? 
 
c. Other suggestions 
 


6) Employee comments regarding this evaluation 
 
7) Employee Signature_________________________ Date_____________ 
 
8) Evaluator Signature_________________________ Date_____________ 





		Performance Evaluation
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Department of Homeland Security 
U.S. Citizenship and Immigration Services


Form I-9, Employment 
Eligibility Verification


Anti-Discrimination Notice. It is illegal to discriminate against 
any individual (other than an alien not authorized to work in the  
U.S.) in hiring, discharging, or recruiting or referring for a fee 
because of that individual's national origin or citizenship status. It 
is illegal to discriminate against work eligible individuals. 
Employers CANNOT specify which document(s) they will accept 
from an employee. The refusal to hire an individual because the 
documents presented have a future expiration date may also 
constitute illegal discrimination.


All employees, citizens and noncitizens, hired after November 
6, 1986 and working in the United States must complete a 
Form I-9.


OMB No. 1615-0047; Expires 06/30/09


Preparer/Translator Certification. The Preparer/Translator 
Certification must be completed if Section 1 is prepared by a 
person other than the employee. A preparer/translator may be 
used only when the employee is unable to complete Section 1 
on his/her own. However, the employee must still sign 
Section 1 personally.


Form I-9 (Rev. 06/05/07) N


Please read all instructions carefully before completing this form.  
Instructions


When Should the Form I-9 Be Used?


What Is the Purpose of This Form?


The purpose of this form is to document that each new 
employee (both citizen and non-citizen) hired after November 
6, 1986 is authorized to work in the United States.


Section 2, Employer: For the purpose of completing this 
form, the term "employer" means all employers including 
those recruiters and referrers for a fee who are agricultural 
associations, agricultural employers or farm labor contractors. 


Filling Out the Form I-9


document(s) within three business days, they must present a 
receipt for the application of the document(s) within three 
business days and the actual document(s) within ninety (90) 
days.  However, if employers hire individuals for a duration of 
less than three business days, Section 2 must be completed at 
the time employment begins. Employers must record: 


Section 1, Employee: This part of the form must be 
completed at the time of hire, which is the actual beginning of 
employment. Providing the Social Security number is 
voluntary, except for employees hired by employers 
participating in the USCIS Electronic Employment Eligibility 
Verification Program (E-Verify). The employer is 
responsible for ensuring that Section 1 is timely and 
properly completed.


1.  Document title;
2.  Issuing authority;
3.  Document number;
4.  Expiration date, if any; and 
5.  The date employment begins. 


Employers must sign and date the certification. Employees  
must present original documents. Employers may, but are not 
required to, photocopy the document(s) presented. These 
photocopies may only be used for the verification process and 
must be retained with the Form I-9.  However, employers are 
still responsible for completing and retaining the Form I-9.


Employers must complete Section 2 by examining evidence 
of identity and employment eligibility within three (3) 
business days of the date employment begins. If employees 
are authorized to work, but are unable to present the required


Section 3, Updating and Reverification: Employers must 
complete Section 3 when updating and/or reverifying the Form 
I-9.   Employers must reverify employment eligibility of their 
employees on or before the expiration date recorded in Section 
1.  Employers CANNOT specify which document(s) they will 
accept from an employee.


B.  If an employee is rehired within three (3) years of the 
date this form was originally completed and the 
employee is still eligible to be employed on the same 
basis as previously indicated on this form (updating), 
complete Block B and the signature block.


C.  If an employee is rehired within three (3) years of the 
date this form was originally completed and the 
employee's work authorization has expired or if a  
current employee's work authorization is about to 
expire (reverification), complete Block B and:


A.  If an employee's name has changed at the time this 
form is being updated/reverified, complete Block A.


1.  Examine any document that reflects that the 
employee is authorized to work in the U.S. (see 
List A or C);


2.  Record the document title, document number and 
expiration date (if any) in Block C, and


3.  Complete the signature block.







EMPLOYERS MUST RETAIN COMPLETED FORM I-9 
PLEASE DO NOT MAIL COMPLETED FORM I-9 TO ICE OR USCIS


Form I-9 (Rev. 06/05/07) N Page 2


To order USCIS forms, call our toll-free number at 1-800-870- 
3676. Individuals can also get USCIS forms and information 
on immigration laws, regulations and procedures by 
telephoning our National Customer Service Center at 1-800- 
375-5283 or visiting our internet website at www.uscis.gov.


USCIS Forms and Information


What Is the Filing Fee?


There is no associated filing fee for completing the Form I-9. 
This form is not filed with USCIS or any government agency. 
The Form I-9 must be retained by the employer and made 
available for inspection by U.S. Government officials as 
specified in the Privacy Act Notice below. 


The authority for collecting this information is the 
Immigration Reform and Control Act of 1986, Pub. L. 99-603 
(8 USC 1324a). 


Privacy Act Notice


This information is for employers to verify the eligibility of 
individuals for employment to preclude the unlawful hiring, or 
recruiting or referring for a fee, of aliens who are not 
authorized to work in the United States. 


This information will be used by employers as a record of 
their basis for determining eligibility of an employee to work 
in the United States. The form will be kept by the employer 
and made available for inspection by officials of  U.S. 
Immigration and Customs Enforcement, Department of Labor 
and Office of Special Counsel for Immigration Related Unfair 
Employment Practices.


Submission of the information required in this form is 
voluntary. However, an individual may not begin employment 
unless this form is completed, since employers are subject to 
civil or criminal penalties if they do not comply with the 
Immigration Reform and Control Act of 1986.


We try to create forms and instructions that are accurate, can 
be easily understood and which impose the least possible 
burden on you to provide us with information. Often this is 
difficult because some immigration laws are very complex. 
Accordingly, the reporting burden for this collection of 
information is computed as follows: 1) learning about this 
form, and completing the form, 9 minutes;  2) assembling and 
filing (recordkeeping) the form, 3 minutes, for an average of 
12 minutes per response. If you have comments regarding the 
accuracy of this burden estimate, or suggestions for making 
this form simpler, you can write to: U.S. Citizenship and 
Immigration Services, Regulatory Management Division, 111 
Massachusetts Avenue, N.W., 3rd Floor, Suite 3008, 
Washington, DC 20529. OMB No. 1615-0047. 


Paperwork Reduction Act


A blank Form I-9 may be reproduced, provided both sides are 
copied. The Instructions  must be available to all employees 
completing this form. Employers must retain completed Forms 
I-9 for three (3) years after the date of hire or one (1) year 
after the date employment ends, whichever is later.


Photocopying and Retaining the Form I-9


The Form I-9 may be signed and retained electronically, as 
authorized in Department of Homeland Security regulations 
at 8 CFR     274a.2.§







Department of Homeland Security 
U.S. Citizenship and Immigration Services


Form I-9, Employment 
Eligibility Verification


OMB No. 1615-0047; Expires 06/30/09


Please read instructions carefully before completing this form.  The instructions must be available during completion of this form.  
  
ANTI-DISCRIMINATION NOTICE:  It is illegal to discriminate against work eligible individuals. Employers CANNOT 
specify which document(s) they will accept from an employee.  The refusal to hire an individual because the documents have  a 
future expiration date may also constitute illegal discrimination.


Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.
Print Name:    Last First Middle Initial Maiden Name


Address (Street Name and Number) Apt. # Date of Birth (month/day/year)


StateCity Zip Code Social Security #


A lawful permanent resident (Alien #) A
A citizen or national of the United States   I am aware that federal law provides for 


imprisonment and/or fines for false statements or 
use of false documents in connection with the  
completion of this form.


An alien authorized to work until


(Alien # or Admission #)
Employee's Signature Date (month/day/year)


Preparer and/or Translator Certification. (To be completed and signed if Section 1 is prepared by a person other than the employee.) I attest, under 
penalty of perjury, that I have assisted in the completion of this form and that to the best of my knowledge the information is true and correct.


Address (Street Name and Number, City, State, Zip Code)


Print NamePreparer's/Translator's Signature


Date (month/day/year)


Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR 
examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and 
expiration date, if any, of the document(s).


ANDList B List CORList A
Document title:


Issuing authority:


Document #:


Expiration Date (if any):
Document #:


Expiration Date (if any):


and that to the best of my knowledge the employee is eligible to work in the United States.   (State(month/day/year)
employment agencies may omit the date the employee began employment.)


CERTIFICATION - I attest, under penalty of perjury, that I have examined the document(s) presented by the above-named employee, that 
the above-listed document(s) appear to be genuine and to relate to the employee named, that the employee began employment on


Print Name TitleSignature of Employer or Authorized Representative


Date (month/day/year)Business or Organization Name and Address (Street Name and Number, City, State, Zip Code)


B. Date of Rehire (month/day/year) (if applicable)A. New Name (if applicable)


C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment eligibility.


Document #: Expiration Date (if any):Document Title:


Section 3. Updating and Reverification. To be completed and signed by employer. 


l attest, under penalty of perjury, that to the best of my knowledge, this employee is eligible to work in the United States, and if the employee presented 
document(s), the document(s) l have examined appear to be genuine and to relate to the individual.


Date (month/day/year)Signature of Employer or Authorized Representative


Form I-9 (Rev. 06/05/07) N


I attest, under penalty of perjury, that I am (check one of the following): 







For persons under age 18 who 
are unable to present a 
document listed above:   


LISTS OF ACCEPTABLE DOCUMENTS


LIST A LIST B LIST C


2.   Permanent Resident Card or Alien 
Registration Receipt Card (Form 
I-551)


7.   Unexpired employment 
authorization document issued by 
DHS (other than those listed under 
List A)


1.   Driver's license or ID card issued by 
a state or outlying possession of the 
United States provided it contains a 
photograph or information such as 
name, date of birth, gender, height, 
eye color and address


1.   U.S. Social Security card issued by 
the Social Security Administration 
(other than a card stating it is not 
valid for employment)


9.   Driver's license issued by a Canadian 
government authority


1.   U.S. Passport (unexpired or expired)


2.   Certification of Birth Abroad 
issued by the Department of State 
(Form FS-545 or Form DS-1350)


3.   An unexpired foreign passport with a 
temporary I-551 stamp 


4.   An unexpired Employment 
Authorization Document that contains 
a photograph 


      (Form I-766, I-688, I-688A, I-688B)   


3.   Original or certified copy of a birth 
certificate issued by a state, 
county, municipal authority or 
outlying possession of the United 
States bearing an official seal


3.   School ID card with a photograph


5.   An unexpired foreign passport with 
an unexpired Arrival-Departure 
Record, Form I-94, bearing the same 
name as the passport and containing 
an endorsement of the alien's 
nonimmigrant status, if that status 
authorizes the alien to work for the 
employer


6.   Military dependent's ID card


4.   Native American tribal document


7.   U.S. Coast Guard Merchant Mariner 
Card


5.   U.S. Citizen ID Card (Form I-197)


8.   Native American tribal document


6.   ID Card for use of Resident 
Citizen in the United States (Form 
I-179)


10.   School record or report card


11.   Clinic, doctor or hospital record


12.   Day-care or nursery school record


Illustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)


2.   ID card issued by federal, state or 
local government agencies or 
entities, provided it contains a 
photograph or information such as 
name, date of birth, gender, height, 
eye color and address


Form I-9 (Rev. 06/05/07) N Page 2


4.   Voter's registration card


5.   U.S. Military card or draft record


Documents that Establish Both 
Identity and Employment 


Eligibility


Documents that Establish  
Identity 


Documents that Establish  
Employment Eligibility


OR AND





Department of Homeland Security

U.S. Citizenship and Immigration Services

Form I-9, Employment Eligibility Verification

Anti-Discrimination Notice. It is illegal to discriminate against any individual (other than an alien not authorized to work in the  U.S.) in hiring, discharging, or recruiting or referring for a fee because of that individual's national origin or citizenship status. It is illegal to discriminate against work eligible individuals. Employers CANNOT specify which document(s) they will accept from an employee. The refusal to hire an individual because the documents presented have a future expiration date may also constitute illegal discrimination.

All employees, citizens and noncitizens, hired after November 6, 1986 and working in the United States must complete a Form I-9.

OMB No. 1615-0047; Expires 06/30/09

Preparer/Translator Certification. The Preparer/Translator Certification must be completed if Section 1 is prepared by a person other than the employee. A preparer/translator may be used only when the employee is unable to complete Section 1

on his/her own. However, the employee must still sign

Section 1 personally.

Form I-9 (Rev. 06/05/07) N

Please read all instructions carefully before completing this form.  

Instructions

When Should the Form I-9 Be Used?

What Is the Purpose of This Form?

The purpose of this form is to document that each new employee (both citizen and non-citizen) hired after November 6, 1986 is authorized to work in the United States.

Section 2, Employer: For the purpose of completing this form, the term "employer" means all employers including those recruiters and referrers for a fee who are agricultural associations, agricultural employers or farm labor contractors. 

Filling Out the Form I-9

document(s) within three business days, they must present a receipt for the application of the document(s) within three business days and the actual document(s) within ninety (90) days.  However, if employers hire individuals for a duration of less than three business days, Section 2 must be completed at the time employment begins. Employers must record: 

Section 1, Employee: This part of the form must be completed at the time of hire, which is the actual beginning of employment. Providing the Social Security number is voluntary, except for employees hired by employers participating in the USCIS Electronic Employment Eligibility Verification Program (E-Verify). The employer is responsible for ensuring that Section 1 is timely and properly completed.

1.  Document title;

2.  Issuing authority;

3.  Document number;

4.  Expiration date, if any; and 

5.  The date employment begins. 

Employers must sign and date the certification. Employees  must present original documents. Employers may, but are not required to, photocopy the document(s) presented. These photocopies may only be used for the verification process and must be retained with the Form I-9.  However, employers are still responsible for completing and retaining the Form I-9.

Employers must complete Section 2 by examining evidence of identity and employment eligibility within three (3) business days of the date employment begins. If employees are authorized to work, but are unable to present the required

Section 3, Updating and Reverification: Employers must complete Section 3 when updating and/or reverifying the Form I-9.   Employers must reverify employment eligibility of their employees on or before the expiration date recorded in Section 1.  Employers CANNOT specify which document(s) they will accept from an employee.

B.  If an employee is rehired within three (3) years of the date this form was originally completed and the employee is still eligible to be employed on the same basis as previously indicated on this form (updating), complete Block B and the signature block.

C.  If an employee is rehired within three (3) years of the date this form was originally completed and the employee's work authorization has expired or if a  current employee's work authorization is about to expire (reverification), complete Block B and:

A.  If an employee's name has changed at the time this form is being updated/reverified, complete Block A.

1.  Examine any document that reflects that the employee is authorized to work in the U.S. (see List A or C);

2.  Record the document title, document number and expiration date (if any) in Block C, and

3.  Complete the signature block.

EMPLOYERS MUST RETAIN COMPLETED FORM I-9
PLEASE DO NOT MAIL COMPLETED FORM I-9 TO ICE OR USCIS
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To order USCIS forms, call our toll-free number at 1-800-870- 3676. Individuals can also get USCIS forms and information on immigration laws, regulations and procedures by telephoning our National Customer Service Center at 1-800- 375-5283 or visiting our internet website at www.uscis.gov.

USCIS Forms and Information

What Is the Filing Fee?

There is no associated filing fee for completing the Form I-9. This form is not filed with USCIS or any government agency. The Form I-9 must be retained by the employer and made available for inspection by U.S. Government officials as specified in the Privacy Act Notice below. 

The authority for collecting this information is the Immigration Reform and Control Act of 1986, Pub. L. 99-603 (8 USC 1324a). 

Privacy Act Notice

This information is for employers to verify the eligibility of individuals for employment to preclude the unlawful hiring, or recruiting or referring for a fee, of aliens who are not authorized to work in the United States. 

This information will be used by employers as a record of their basis for determining eligibility of an employee to work in the United States. The form will be kept by the employer and made available for inspection by officials of  U.S. Immigration and Customs Enforcement, Department of Labor and Office of Special Counsel for Immigration Related Unfair Employment Practices.

Submission of the information required in this form is voluntary. However, an individual may not begin employment unless this form is completed, since employers are subject to civil or criminal penalties if they do not comply with the Immigration Reform and Control Act of 1986.

We try to create forms and instructions that are accurate, can be easily understood and which impose the least possible burden on you to provide us with information. Often this is difficult because some immigration laws are very complex. Accordingly, the reporting burden for this collection of information is computed as follows: 1) learning about this form, and completing the form, 9 minutes;  2) assembling and filing (recordkeeping) the form, 3 minutes, for an average of 12 minutes per response. If you have comments regarding the accuracy of this burden estimate, or suggestions for making this form simpler, you can write to: U.S. Citizenship and Immigration Services, Regulatory Management Division, 111 Massachusetts Avenue, N.W., 3rd Floor, Suite 3008, Washington, DC 20529. OMB No. 1615-0047. 

Paperwork Reduction Act

A blank Form I-9 may be reproduced, provided both sides are copied. The Instructions  must be available to all employees completing this form. Employers must retain completed Forms I-9 for three (3) years after the date of hire or one (1) year after the date employment ends, whichever is later.

Photocopying and Retaining the Form I-9

The Form I-9 may be signed and retained electronically, as authorized in Department of Homeland Security regulations at 8 CFR     274a.2.

§

Department of Homeland Security

U.S. Citizenship and Immigration Services

Form I-9, Employment Eligibility Verification

OMB No. 1615-0047; Expires 06/30/09

Please read instructions carefully before completing this form.  The instructions must be available during completion of this form. 

 

ANTI-DISCRIMINATION NOTICE:  It is illegal to discriminate against work eligible individuals. Employers CANNOT specify which document(s) they will accept from an employee.  The refusal to hire an individual because the documents have  a future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.

Print Name:    Last

First

Middle Initial

Maiden Name

Address (Street Name and Number)

Apt. #

Date of Birth (month/day/year)

State

City

Zip Code

Social Security #

A lawful permanent resident (Alien #) A

A citizen or national of the United States     

I am aware that federal law provides for imprisonment and/or fines for false statements or use of false documents in connection with the  completion of this form.

An alien authorized to work until

(Alien # or Admission #)

Employee's Signature

Date (month/day/year)

Preparer and/or Translator Certification. (To be completed and signed if Section 1 is prepared by a person other than the employee.) I attest, under penalty of perjury, that I have assisted in the completion of this form and that to the best of my knowledge the information is true and correct.

Address (Street Name and Number, City, State, Zip Code)

Print Name

Preparer's/Translator's Signature

Date (month/day/year)

Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and expiration date, if any, of the document(s).

AND

List B

List C

OR

List A

Document title:

Issuing authority:

Document #:

Expiration Date (if any):

Document #:

Expiration Date (if any):

and that to the best of my knowledge the employee is eligible to work in the United States.   (State

(month/day/year)

employment agencies may omit the date the employee began employment.)

CERTIFICATION - I attest, under penalty of perjury, that I have examined the document(s) presented by the above-named employee, that the above-listed document(s) appear to be genuine and to relate to the employee named, that the employee began employment on

Print Name

Title

Signature of Employer or Authorized Representative

Date (month/day/year)

Business or Organization Name and Address (Street Name and Number, City, State, Zip Code)

B. Date of Rehire (month/day/year) (if applicable)

A. New Name (if applicable)

C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment eligibility.

Document #:

Expiration Date (if any):

Document Title:

Section 3. Updating and Reverification. To be completed and signed by employer. 

l attest, under penalty of perjury, that to the best of my knowledge, this employee is eligible to work in the United States, and if the employee presented document(s), the document(s) l have examined appear to be genuine and to relate to the individual.

Date (month/day/year)

Signature of Employer or Authorized Representative
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I attest, under penalty of perjury, that I am (check one of the following): 

For persons under age 18 who are unable to present a document listed above:   

LISTS OF ACCEPTABLE DOCUMENTS

LIST A

LIST B

LIST C

2.   Permanent Resident Card or Alien Registration Receipt Card (Form I-551)

7.   Unexpired employment authorization document issued by DHS (other than those listed under List A)

1.   Driver's license or ID card issued by a state or outlying possession of the United States provided it contains a photograph or information such as name, date of birth, gender, height, eye color and address

1.   U.S. Social Security card issued by the Social Security Administration (other than a card stating it is not valid for employment)

9.   Driver's license issued by a Canadian government authority

1.   U.S. Passport (unexpired or expired)

2.   Certification of Birth Abroad issued by the Department of State (Form FS-545 or Form DS-1350)

3.   An unexpired foreign passport with a temporary I-551 stamp 

4.   An unexpired Employment Authorization Document that contains a photograph

      (Form I-766, I-688, I-688A, I-688B)   

3.   Original or certified copy of a birth certificate issued by a state, county, municipal authority or outlying possession of the United States bearing an official seal

3.   School ID card with a photograph

5.   An unexpired foreign passport with an unexpired Arrival-Departure Record, Form I-94, bearing the same name as the passport and containing an endorsement of the alien's nonimmigrant status, if that status authorizes the alien to work for the employer

6.   Military dependent's ID card

4.   Native American tribal document

7.   U.S. Coast Guard Merchant Mariner Card

5.   U.S. Citizen ID Card (Form I-197)

8.   Native American tribal document

6.   ID Card for use of Resident Citizen in the United States (Form I-179)

10.   School record or report card

11.   Clinic, doctor or hospital record

12.   Day-care or nursery school record

Illustrations of many of these documents appear in Part 8 of the Handbook for Employers (M-274)

2.   ID card issued by federal, state or local government agencies or entities, provided it contains a photograph or information such as name, date of birth, gender, height, eye color and address
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4.   Voter's registration card

5.   U.S. Military card or draft record

Documents that Establish Both Identity and Employment Eligibility

Documents that Establish  Identity 

Documents that Establish  Employment Eligibility

OR

AND

		maidenname: 

		lastname: 

		firstname: 

		middlename: 

		address: 

		apartmentnumber: 

		city: 

		state: 

		zipcode: 

		dateofbirth: 

		ssnum: 

		citizen1: 0

		lawfulperm1: 0

		alienauthorizeds1: 0

		aliennumber: 

		alien2: 

		aliendate: 

		signaturedate: 

		printname: 

		prepareressignature: 

		address2: 

		middledate: 

		documanttitle: 

		issuing_authority: 

		docnumber: 

		documanrt2: 

		listb1: 

		listb2: 

		listb3: 

		listb4: 

		expirationdate: 

		expirationdate2: 

		certificationdate: 

		certtitle: 

		certprintname: 

		businessnameaddress: 

		businessdate: 

		newname: 

		doctitle: 

		documentnumber: 

		cexpirationdate: 

		dateofrehire: 

		lstdate: 
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New employee orientation checklist  version two - 1/6/13 
Nacogdoches County Chamber of Commerce 
 
 Item Signed off Filed 
    
 Pre-employment   
1 Application form filled in   
2 References checked   
3 Background check   
    
    
 New hire paperwork   
1 I-9 form photocopy   
2 W-4 federal tax form   
3 Payroll deposit form   
4 Employee guidebook – policies 


and procedures 
  


5 Employee returns signed cover 
letter – have read 
policies/procedures 


  


    
 Benefits   
1 Health insurance – info pack   
2 Short-term disability info pack   
3 Long-term disability info pack   
4 401k enrollment forms   
    
    
 Further orientation and setup   
1 Facility orientation   
2 E-mail set-up   
3 Phone – voice mail set up   
4 Computer programs review   
5 Business cards ordered   
    
 Post hire progress interviews at   
1 - 24 hours   
2 - one week   
3 - two weeks   
4 - four weeks   
    
    
 


F:\Shared Files\Accreditation - US Chamber\3 Human Resources\A3-3 New employee checklist version TWO.doc 
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Nacogdoches County Chamber of Commerce 
 
Employee Protection (Whistleblower) Policy 
If any employee reasonably believes that some policy, practice, or activity of 
Nacogdoches County Chamber of Commerce is in violation of law, a written complaint 
must be filed by that employee with the CEO. 
It is the intent of Nacogdoches County Chamber to adhere to all laws and regulations that 
apply to the organization and the underlying purpose of this policy is to support the 
organization’s goal of legal compliance. The support of all employees is necessary to 
achieving compliance with various laws and regulations. An employee is protected from 
retaliation only if the employee brings the alleged unlawful activity, policy, or practice to 
the attention of Nacogdoches County Chamber and provides the Chamber with a 
reasonable opportunity to investigate and correct the alleged unlawful activity. The 
protection described below is only available to employees that comply with this 
requirement. 
The Nacogdoches County Chamber will not retaliate against an employee who in good 
faith, has made a protest or raised a complaint against some practice of the Chamber or of 
another individual or entity with whom the Chamber has a business relationship, on the 
basis of a reasonable belief that the practice is in violation of law, or a clear mandate of 
public policy. 
The Nacogdoches County Chamber will not retaliate against employees who disclose or 
threaten to disclose to a supervisor or a public body, any activity, policy, or 
practice of Nacogdoches County Chamber that the employee reasonably believes is in 
violation of a law, or a rule, or regulation mandated pursuant to law or is in violation of a 
clear mandate of public policy concerning the health, safety, welfare, or protection of the 
environment. 
 
 
I. Policy 
In keeping with the policy of maintaining the highest standards of conduct and ethics, the 
Nacogdoches County Chamber of Commerce (Chamber) will investigate any suspected 
fraudulent or dishonest use or misuse of the Chamber’s resources or property by staff, 
board members, consultants, or volunteers. 
Staff, board members, consultants, and volunteers are encouraged to report suspected 
fraudulent or dishonest conduct (i.e., to act as “whistleblower”), pursuant to the 
procedures set forth below. 
 
II. Practices 
A person’s concerns about possible fraudulent or dishonest use or misuse of resources or 
property should be reported to his or her supervisor or, if suspected by a volunteer, to the 
staff member supporting the volunteer’s work. If, for any reason, a person finds it 
difficult to report his or her concerns to a supervisor or staff member supporting the 
volunteer’s work, the person may report the concerns directly to the CEO. Alternately, to 
facilitate reporting of suspected violations where the reporter wishes to remain 
anonymous, a written statement may be submitted to one of the individuals listed above. 
 







III. Definitions 
Baseless Allegations 
Allegations made with reckless disregard for their truth or falsity. Individuals making 
such allegations may be subject to disciplinary action by the Chamber, and/or legal 
claims by individuals accused of such conduct. 
 
Fraudulent or Dishonest Conduct 
A deliberate act or failure to act with the intention of obtaining an unauthorized benefit. 
Examples of such conduct include 


• Forgery or alteration of documents 
• Unauthorized alteration or manipulation of computer files 
• Fraudulent financial reporting 
• Pursuit of a benefit or advantage in violation of Chamber’s Conflict-of-Interest 


Policy 
• Misappropriation or misuse of Chamber resources, such as funds, supplies, or 


other assets 
• Authorizing or receiving compensation for goods not received or services not 


performed 
• Authorizing or receiving compensation for hours not worked 
 


Whistleblower 
An employee, consultant, or volunteer who informs a supervisor or the President about an 
activity relating to the Chamber which that person believes to be fraudulent or dishonest. 
IV. Rights and Responsibilities 
Supervisors 
Supervisors are required to report suspected fraudulent or dishonest conduct to the CEO. 
Reasonable care should be taken in dealing with suspected misconduct to avoid 


• Baseless allegations 
• Premature notice to persons suspected of misconduct and/or disclosure of 


suspected misconduct to others not involved with the investigation 
• Violations of a person’s rights under law 


 
Due to the important yet sensitive nature of the suspected violations, effective 
professional followup is critical. Supervisors, while appropriately concerned about 
resolving issues, should not perform any investigative or other follow-up steps on their 
own. Accordingly, a supervisor who becomes aware of suspected misconduct  


• Should not contact the person suspected to further investigate the matter or 
demand restitution 


• Should not discuss the case with attorneys, the media, or anyone other than the 
chief executive 


• Should not report the case to an authorized law enforcement officer without first 
discussing the case with the chief executive 


 
Investigation 
All relevant matters, including suspected but unproved matters, will be reviewed and 
analyzed, with documentation of the receipt, retention, investigation, and treatment of the 







complaint. Appropriate corrective action will be taken, if necessary, and findings will be 
communicated to the reporting person and his or her supervisor. Investigations may 
warrant investigation by independent persons such as auditors and/or attorneys. 
 
Whistleblower Protection 
The Chamber will protect whistleblowers as defined below: 


• The Chamber will use its best efforts to protect whistleblowers against retaliation. 
Whistleblowing complaints will be handled with sensitivity, discretion, and 
confidentiality to the extent allowed by the circumstances and the law. Generally, this 
means that whistleblower complaints will only be shared with those who have a need to 
know so that the Chamber can conduct an effective investigation, determine what action 
to take based on the results of any such investigation, and in appropriate cases, with law 
enforcement personnel. 
(Should disciplinary or legal action be taken against a person or persons as a result of a 
whistleblower complaint, such persons may also have the right to know the identity of the 
whistleblower.) 
 
Employees, consultants, and volunteers of the Chamber may not retaliate against a 
whistleblower for informing management about an activity which that person believes to 
be fraudulent or dishonest with the intent or effect of adversely affecting the terms or 
conditions of the whistleblower’s employment, including but not limited to, threats of 
physical harm, loss of job, punitive work assignments, or impact on salary or fees.  
 
Whistleblowers who believe that they have been retaliated against may file a written 
complaint with the President. Any complaint of retaliation will be promptly investigated 
and appropriate corrective measures taken if allegations of retaliation are substantiated. 
This protection from retaliation is not intended to prohibit supervisors from taking action, 
including disciplinary action, in the usual scope of their duties and based on valid 
performance-related factors. 
 
Whistleblowers must be cautious to avoid baseless allegations (as described earlier in the 
definitions section of this policy). 
 
Signature 
My signature below indicates my receipt and understanding of this policy. I also 
verify that I have been provided with an opportunity to ask questions about the 
policy. 
 
___________________________________    _____________ 
Employee        Signature Date 
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1. 

2. 

3. 

4. 

5. 

6.

D. Compensation and Benefits  
Does the chamber have a salary system that is internally equitable? Yes  No 

Does the chamber have a salary system that is externally competitive?  Yes  No 

Who approves salary increases? 

Please indicate which of the following employee benefits are offered: (Check all that apply) 

a. Retirement plan (401K, pension, etc.) 

b. Life insurance program 

c. Health insurance 

d. Vision 

e. Dental 

f. Vacation 

g. Short-term disability 

h. Long-term disability 

i. Medical hospitalization program 

j. Accidental death and travel insurance 

k. Medical spending account 

l. Paid federal holidays 

m. Sick leave 

n. Bereavement leave 

o. Military leave 

p. Dependent care spending account 

q. Automobile and mileage reimbursement 

r. Civic or country club membership 

s. Employee Assistance Program (EAP) 

How are employee benefits communicated to employees? (Check all that apply) 

Personnel policy and procedures manual 

 Employee newsletter 

Direct correspondence between manager and employee 

Employee orientation  

Intranet or shared internal drives 

 Are benefits examined for competitiveness? Yes  No 

a. If yes, how often? 

Section 3: Human Resources, page 6



E. Hiring and Termination Practices  
1. Are candidate background checks made during the application process? Yes  No 

a.	 If yes, please indicate what the chamber is checking? (Check all that apply) 


 Education 


Other  

 Employment


 Criminal background 


2. Are candidate references verified? Yes  No 

3. Are applicants required to have a drug test? Yes  No 

4. Are there guidelines for terminating an employee for poor performance? Yes  No 

5. Are exit interviews performed when employees leave the chamber? Yes  No 

F. Employee Education and Training  
1.	 What percentage of the budget is allocated to professional development and staff 

training? %

2. Is staff fully trained to work on the chamber’s software programs? Yes  No 

3. Is peer coaching provided? Yes  No 

4. Does the chamber pay for tuition reimbursement?  Yes  No 

5.	 How many hours of business training is the chief executive expected to undergo 

annually? 

6. Does the chamber encourage professional development for staff, management, and Yes  No 

executive(s) including the IOM, CCE, and CAE designations? 

a. If yes, please list credentials of management staff. 

Nob. Are any chamber employees currently pursuing the IOM, CAE, or CCE 

designation? 

7. Check the programs or courses listed below that the chief paid executive and staff have participated in 

the past year: 

Chief Paid Staff 
Executive 

 Institute for Organization Management

 Institute Faculty/Class Advisor 

 State/Regional Chamber Executives Association Meetings 

American Chamber of Commerce Executives Annual Management 

Conference 

Yes
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8. List the number of hours and type of business training that each full-time staff member has undergone in 
the past year.  Please sum the total number of training hours for all full-time employees at the bottom of 
the page.    
 

Staff and title  Conference 
/ Seminar  

Courses or type of 
development  

Location Trainer Hours  

                                  
  

                                  
  

                                  
  

                                  
  

                                  
  

                                  
  

                                  
  

                                  
  

                                  
  

Total number of hours      
  

 
 If a staff training outline already exists in a file, you can attach the file in the space provided and check the box 
to the left. 

  
Attachment : 
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Supplementary Information 
 
Applicants can use this page to enter or attach supplementary information not required 
by the application.  
 
Please note that the U.S. Chamber of Commerce will review the material, but does not 
score supplementary information either as a part of the application process or as a basis 
for designating the chamber as Accredited, Accredited with 3 Stars, Accredited with 4 
Stars, or Accredited with 5 Stars.   
 
Supplementary information may be awarded up to five discretionary points as deemed 
by the Accreditation consultant for exceptional policies or best practices.     
 
Comments can be entered in the space below. 
 

 

 
 
 
Additional documents can be attached here : __________________________________________ 
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i Personnel policies: The Accrediting board requires the creation of a human resources personnel 

policy comprised of chamber personnel policies, employee benefits, general office procedures, 
administrative policies, and job descriptions. The chamber’s personnel policies should be shared with all 

employees.  For sample employee  policy and procedures, refer to the best practices Web page at 

http://www.uschamber.com/chambers/accreditation/best_practices.htm            Return to Page 12

ii Employee orientation program agenda: The agenda from an organized orientation program 

provided to new employees to help them better understand the chamber, its policies, and work 

expectations. For sample new employee orientation agenda, refer to the best practices Web page at 
http://www.uschamber.com/chambers/accreditation/best_practices.htm            Return to Page 14 

iii Employee performance review materials:  While the Accrediting board does not require a formal 
system to evaluate the chamber’s employees, it is strongly recommended that the chamber have either a 

standardized form or written criteria that it uses to evaluate the chamber staff.  For sample employee 

evaluation materials, refer to the best practices Web page at 

http://www.uschamber.com/chambers/accreditation/best_practices.htm             Return to Page 14
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