Dear NSA-Arizona Committee Chair and Special Project Appointees:

Thank you for agreeing to lead one of NSA-Arizona’s committees or to head up a project. We appreciate your dedication to the association. NSA-Arizona grows stronger thanks to its members. Those who volunteer have the opportunity to help steer NSA-Arizona’s path to future strength and greater benefits for its members.

We have found it helpful for volunteers to understand the guidelines under which NSA-Arizona operates. You will find these listed below. Should you have additional questions, please feel free to contact the executive director or any member of the board.

1. Many committees have been in existence for a few years. We encourage you to contact the previous committee chair or project appointee for any materials that person might provide you or insight he or she may provide. Hopefully, the previous person will continue to be a resource for you.

2. Guidelines established by previous people regarding a committee’s activities may assist you in leading your team. However, you are welcome to improve upon past techniques. The board would love to hear your creative ideas for better ways to use your committee and volunteers.

3. During the time your committee is active, the board would like a brief report at its monthly meetings. If you would like to attend the board meetings, that report may be given orally. However, a written synopsis is extremely helpful in assisting the directors with accomplishing all goals within the set meeting time.

4. Since you are the leader of your committee or project, please use your group’s meeting times to brainstorm and problem-solve your assigned tasks. The board is happy to provide feedback, but does not have the time to hold committee meetings during its board meetings. We have found that it is extremely helpful to receive from you a proposal for the activities and budget that your committee recommends. In that way, we can readily understand your accomplishments and approve your requested budget or request amendments.

5. The board prefers to receive your proposals in advance so that review can take place before the board meeting time. Please forward your written proposals, preferably via email, to the executive director at least one week prior to the board meeting (typically scheduled the second Tuesday of the month), so that she can forward your proposal to all the directors. In that way, the directors can come to board meetings prepared to discuss your proposal. You are encouraged to attend the meeting at which your proposal will be reviewed.

6. Other than regular monthly expenses, such as those incurred by the newsletter committee, a budget should be submitted to and approved by the board before NSA-Arizona funds can be released. The chapter blueprint will help us develop this plan.

7. As a committee chair or project appointee, you may, at times, be acting on behalf of NSA-Arizona. This board relies on your professionalism and good judgment as you interface with both members and non-members. Please feel free to call on any officer, director or the executive director should you require assistance.

Thanks so much for your time, interest and concern for our chapter.  Marsha

