NATIONAL SPEAKERS ASSOCIATION

MOUNTAIN WEST CHAPTER

POLICIES AND PROCEDURES
June 17, 2009

GENERAL

1. The following policies and procedures have been adopted for the purpose of creating a sustainable and systematic approach to running the National Speakers Association Mountain West Chapter.
2.  All actions of this Chapter shall be in accordance with the bylaws and policies of this Chapter and the National Speakers Association and will conform to all policies, procedures and regulations as may be adopted by the National Speakers Association.
DEFINITIONS

A.  “Board” means the Board of Directors of the National Speakers Association Mountain West Chapter.

B. “Chapter” means the National Speakers Association Mountain West Chapter.

C. “Member(s)” mean Professional, Emeritus, Honorary, Life, Partner, or Apprentice associates. Only designated Members however have voting rights and rights to hold office.

D. “NSA” means the National Speakers Association.

E. “NSA MW” means the National Speakers Association Mountain West Chapter, with jurisdiction in Idaho, Wyoming, Utah, and Montana (IDAWYUTANA).
MEMBERSHIP
A. Types of Memberships

1. Professional Membership
a. Professional membership in this Chapter shall be granted by the Chapter Board to individuals who are eligible to be a Professional Member of the Chapter when he or she meets the then-current membership requirements set forth by NSA for either a “Professional Member,” a “Service/Supplier Partner,” or a “Bureau Member” as defined by NSA. Concurrent membership in NSA is required of Professional Members. Should a Professional Member cease to be a member of NSA, that person’s membership shall be terminated until such person’s membership in NSA is reestablished.

b. Admission to membership in the Chapter shall be determined by an applicant’s status as a member in good standing of NSA, by the applicants reputation for integrity and sound character, by the applicant’s desire to associate with other professional speakers, and by the applicant’s willingness to pay the dues and fees as shall be assessed by the Chapter’s Board.
c. Professional Members in good standing may attend all Chapter functions, hold office, vote on Chapter issues, serve on committees, volunteer, and may be included in any promotional materials that the Chapter makes available to meeting planners.

d. Professional Members may reference their membership in the Chapter and with NSA in their marketing and promotional materials in compliance with the then-existing guidelines of the Chapter and NSA.

2. Emeritus Member
a. An individual shall be eligible to be an Emeritus Member of the Chapter when he or she has been a Professional Member (or its previous- or later-existing equivalent) of the Chapter for a minimum of ten (10) years; is a member in good standing of NSA; is making fewer than twenty (20) paid speaking presentations per year; agrees to abide by the Bylaws and such other rules and regulations as may be adopted from time to time; has a reputation for sound integrity and sound character; and the willingness to pay any dues and fees as shall be assessed by the Chapter’s Board.

b. Emeritus Members in good standing may attend all Chapter functions, hold office, vote on Chapter issues, serve on committees, and may be included in any promotional materials that the Chapter makes available to meeting planners.

c. Emeritus Members may reference their membership in the Chapter and with NSA in their marketing and promotional materials in compliance with the then-existing guidelines of the Chapter and NSA.
3. Honorary Member
a. The Board may bestow Honorary Membership on those whom it feels deserve such membership.  
b. Honorary Members may attend all Chapter functions at current member staff rates (to cover meal costs) and are not subject to paying annual dues.
a. Honorary Members in good standing may attend all Chapter functions, serve on committees, volunteer, and may be included in any promotional materials that the Chapter makes available to meeting planners. Honorary Members may not hold office, or vote on Chapter issues unless they are also a Professional Member.

4. Life Member

a. Life Members shall be bestowed by the Board of Directors only as an honorary position and shall carry with it no rights, including voting rights or obligations of membership, except as the Board may determine. 
b. Life Members may attend all Chapter functions at current member staff rates (to cover meal costs) rates and are not subject to paying annual dues.
c. Life Members in good standing may attend all Chapter functions, serve on committees, volunteer, but cannot serve as an Officer or Director unless they are also a Professional Member. They may be included in any promotional materials that the Chapter makes available to meeting planners.

5. Partner Member

a. Any individual shall be eligible for Service/Supplier in the Chapter who: Supplies materials, equipment or services to professional speakers; Has a reputation for integrity and sound character; Agrees to abide by the Bylaws, the Association’s Code of Professional Ethics, and such other rules and regulations as may be adopted from time to time; and meets such other uniform requirements as may be established by the Board. Partner members have no voting rights.
6. Apprentice 

a. Apprentice association shall be granted by the Chapter Board to individuals who meet the requirements for such association as established by the Board.

b. Apprentices shall be entitled to attend and participate in Chapter workshops, meetings, and seminars and serve on committees or task forces, and use the Mountain West Speakers Association logo on printed and electronic communications. They may not use the NSA logo or the NSA MW logo.
c. Apprentices do not have voting rights.
d. Apprentices may be featured on the Chapter’s www.ToHireSpeakers.com website, but not on the NSA MW websites.
B. Membership Application and Dues

1. Application for Membership
a. All applications for membership must be on the currently approved "Application for Chapter Membership" form. The application form shall be accompanied by payment of Chapter dues.
b. The Chapter Membership Committee shall recommend acceptance or rejection of the applicant to the Board based on the requirements for membership being met.
c. Should the Board reject an application, the applicant shall be notified immediately and the dues payment returned to the applicant.

2. Dues
a. Dues are payable by the due date specified by the Board. An account shall be delinquent 45 days after that date. The account shall be automatically dropped from membership for having become delinquent. A dropped account may be reinstated after paying the dues and any late fees established in advance by the Board. The Treasurer or the Treasurer's designee shall notify delinquent accounts of the loss of membership for non-payment of dues if payment has not been received. New members joining throughout the year will have their dues pro-rated according to a schedule designated by the Board.
C. Volunteers and Guests

1. Volunteers

a. Committee and Board leadership positions are to be held only by Members who hold voting rights. However, Honorary, Emeritus, Life, Partner, or Apprentice associates may serve in non-leadership/non-board volunteer positions at the Board’s discretion.
b. Non-members volunteers and interns may be recruited for specific tasks and projects as deemed appropriate by the President or the Board.
2. Guests

a. Guests, meaning those who have no Chapter membership affiliation of any kind, are allowed to attend Chapter functions and must pay the attendance fee as established by the Board. 
D. Resignation, Suspension or Termination
1. Resignation from the Chapter
a. Any Member desiring to resign from the Chapter shall submit a letter of resignation to the Board. No reimbursement of dues or fees shall be granted upon the acceptance of a letter of resignation. 

b. When any Member has resigned from the Chapter, the Chapter shall have the right to remove any references to the resigned Member from its marketing and promotional materials, and such Member shall remove any references to membership with the Chapter from his or her marketing and promotional materials.

2. Suspension or Termination of Membership
a. The Board may expel any Member who has been suspended or terminated for any reason from membership in NSA, subject to reinstatement by NSA, for cause by a majority vote of the Board, except for non-payment of dues.

b. Violation of the Bylaws of NSA, this Chapter, NSA’s Code of Professional Ethics, or any rule or procedure duly adopted by NSA or the Chapter, or any other conduct prejudicial to the best interests of the Chapter shall be sufficient cause for suspension or termination.

c. Conviction of a felony or a significant federal charge shall be sufficient cause for suspension or termination.

d. Expulsion may take place only after the individual in question has been notified of the charges and associated evidence or rationale in writing by the Board, given a reasonable opportunity to clear said charges, and given an appropriate hearing before the Board; or who becomes ineligible for Membership, subject to reinstatement upon such terms as the Board may deem appropriate.
e. In the event that the Board suspends or terminates a Member for any reason, the Chapter President will immediately notify the Executive Vice-President of NSA of the action taken and the reason for the action. When any Member has been expelled from the Chapter, the Chapter shall have the right to remove any references to the expelled individual from its marketing and promotional materials, and such individual shall remove any references to membership with the Chapter from his or her marketing and promotional materials.
f. Any member expelled from the Chapter may appeal the Board’s decision to the general membership by submitting a written letter of appeal to the Chapter secretary within 30 days of being notified of said expulsion. This letter must indemnify the Chapter, its officers, and directors from damages resulting from disclosure of the reasons for the expulsion. The Secretary will send the Board’s written notice of charges, the member’s response and any clarifying statements from the Board to all voting members with a ballot to reinstate the Member. A simple majority of Chapter Members will be sufficient to reinstate the Member.

E. Memberships and Agreements Entered into by the Chapter

1. Reciprocal Memberships

a. The Chapter, at the discretion of the Board, will enter into reciprocal membership agreements with other organizations which are deemed to be of value to the Chapter’s Members. An example of such a reciprocal membership agreement would be with the Utah Society of Association Executives.
b. Members of reciprocal organizations may attend chapter events at a reduced rate according to a schedule approved by the Board

2. Membership in Other Organizations
a. The Chapter, at the discretion of the Board, may become a member of other organizations which are deemed to be of value to the Chapter’s Members. An example of such a membership would be with the Salt Lake Convention and Visitors Bureau.

3. Vendor Sponsorships

a. The Chapter may provide selected vendor(s) with an annual Chapter sponsorship which will allow complementary access to all Chapters meeting for the principals of the vendor and a ten-minute presentation once a quarter at a Chapter meeting to explain the service the vendor provides to the Chapter and the Chapter Members.

b. The Chapter may enter into other sponsorship agreements with vendors or other interested organizations as deemed prudent and beneficial by the President or the Board.
GOVERNING BODY
1. Board

a. The Board shall consist of at least six (6) elected Directors plus the Past President, each of whom shall have one (1) vote on the Board, and all of whom must be Members who hold voting rights in the Chapter.
b. The President at his or her discretion may elect to vote on a given issue, in addition to casting a tie-breaking vote as the chair of the meeting. 
2. Election and Term of Directors
a. Three (3) Directors shall be elected by the Members who hold voting rights annually to serve two-year terms of office. Directors shall take their seats on the Board on July first. 
b. A member may serve up to two (2) successive terms of office, and may not thereafter return to the Board (other than as a Past President) until twelve (12) months after leaving the Board.
c. “Two (2) successive terms of office” means the director was elected by the voting Members in two (2) successive elections and served all or part of each of those terms. 
3. Nominating Committee
a. The Past President shall convene a Nominating Committee consisting of the President-Elect, one Director who is not an officer, and if deemed appropriate any other Member who holds voting rights in such sufficient time so that the nominated candidates may address the membership at least 30 days prior to the election. 
b. The Nominating Committee shall nominate candidates at least in sufficient number to fill the upcoming vacancies on the Board. Voting Members shall be advised of the convening of the Nominating Committee and may submit names for consideration by the Nominating Committee. A Director candidate must be a Professional Member or an Emeritus Member at the time of his or her nomination.

c. The slate of candidates for a year’s three (3) open Board positions may consist of only three (3) eligible candidates if that is the decision of the Nominating Committee. 

i. A Non-Officer Board Member shall serve on the Nominating Committee, plan and execute the Apprentice-Mentoring Program, recruit and coordinate with a volunteer chairperson responsible for non-Salt Lake City Member & Apprentice relations and perform additional duties as assigned.

4. Self-Nomination
a. A Member who holds voting rights may self-nominate himself or herself for inclusion on the list of candidates to be elected by the membership by presenting to the Secretary a written request for such candidacy signed or sent via email by no fewer than ten percent (10%) of the total number of Professional Members and Emeritus Members of the Chapter in good standing. 
b. A self-nominated Director candidate must be a Professional Member or an Emeritus Member at the time of his or her self-nomination. 
5. Election of Directors
a. The election of Directors shall be conducted by secret, written and/or electronic ballot sent to all voting Members with the results of the election announced at the following Membership meeting, but in no case later than the April meeting.
6. Resignation or Removal of Directors
a. Except as may be prohibited by law, a Director may resign at any time by written notice to the President. 
b. Any Director may be removed from office without cause by vote of two-thirds of the other Directors.
7. Regular Meetings of the Board
a. The Board shall hold at least five (5) regular meetings each year, more if necessary or desired. Meetings shall be held at such places and at such times as are designated by the President.
b. Board meetings may be conducted in person or electronically/telephonically. 
8. Special Meetings of the Board
a. Special Meetings of the Board may be called by the President or by any three (3) Directors. Written notice of each Special Meeting shall be delivered personally or mailed, faxed, or emailed to each Director by the Secretary or his or her designee at least ten (10) days prior to the meeting.
9. Quorum
a.  A simple majority of Directors shall constitute a quorum, unless a greater number is required by statute or elsewhere in the Chapter Bylaws.
10. Proxies
a. The voting rights of a Director shall not be delegated to another Director or any third party nor exercised by proxy. 
b. A director may, however, attend, participate and vote by electronic means that allows the director to listen to and participate in real-time Board discussions.
c. A Director may also vote on any item listed on the pre-meeting agenda by emailing their vote to the President in advance of the meeting.
11. Business Without a Meeting
a. The Board may conduct business without a meeting as permitted by Utah State Law.
b. This business may be conducted by mail, fax or email.
12. Directors and Officers Liability Insurance
a. The Chapter may, at the discretion of the Board, carry Directors and Officers Liability insurance in an amount deemed both appropriate by the Board and in accordance with such industry standards as may exist.
13. Vacancies
a. In the event of a vacancy on the Board, the remaining members of the Board shall fill each vacancy until the next annual election.
b. The Board may elect a Director who meets the qualifications to hold a seat on the Board to fill any vacancy for the unexpired term of a Director who has left the Board for any reason. 
c. The Board may, in its sole judgment decide not to fill a board vacancy, but in no event may the number of Directors be fewer than six (6) at any time.
14. Removal of Board Members
a. Any Director shall be removed from office by the affirmative vote of 2/3 of the Members who have voting rights, at any meeting of the members, on written notice to such Director at his/her last known address, at least ten days prior to the date of such meeting. 

b. Any director who misses three consecutive Board meetings, without Presidential permission shall be automatically dismissed from office.
15. Board Retreats
a. Once a year the Board will hold a retreat for the Directors for the purpose of strategizing and planning Chapter activities and meetings for the coming year.

b. The Board or President may also elect to have an additional annual Chapter Retreat which may include additional persons holding status with NSA MW as invited by the Board or the President.

CHAPTER MEETINGS
2. Annual Business
a. An annual business meeting of the Chapter Membership for the election of officers and directors and for the transaction of other business relative to the affairs of this Chapter shall be held once each year at a time and place as designated by the Chapter Board. 
b. The Chapter Secretary shall send notice of the annual meeting to each voting member of the Chapter at least five days in advance of the meeting. 

i. This notice requirement will be met by including the annual business meeting on the Chapter calendar as sent to the membership and published on the chapter website by August 1st of each year. 

ii. If no annual business meeting has been held prior to the April meeting of the Chapter, this April meeting shall be the annual business meeting with or without separate notice to the Membership.

3. Types of Meetings

a. There are generally three types of Chapter meetings: Exhibition Games, Extra Innings, and Road Games.

i. Exhibition Game meetings are the regularly scheduled monthly Chapter meetings. These Exhibition Games may also take the form of a U-Can-Speak (Speaker’s University) program, a Speakers’ Showcase, or a charity fundraising event scheduled during a given month.

1. These meetings normally include dinner, some networking time, and a speaker. Speaker, food and venue expenses will be paid by the Chapter

2. Unless otherwise communicated by the President, these meetings are held on the 3rd Wednesday evening of each month. The meetings normally begin with dinner and networking at 6:00 pm, Chapter announcements and business will begin at 6:30 pm, and the Speaker will normally speak from 7:00-9:00 pm. 

3. There are typically no Chapter meetings held in July to encourage attendance at the national NSA convention.

ii. Extra Inning meetings are meetings that are held on afternoons or mornings and are considered an extra offering in addition to the regularly scheduled monthly Chapter meeting. When held on the afternoon of our monthly Exhibition Game, these meetings will run from 3:30-5:30 pm.

1. These meetings may feature extra content from the regularly booked guest speaker or a different local speaker and will often be of a workshop type of format.

2. Attendance at Extra Innings is generally limited to Chapter Members and Apprentices.

3. On occasion, an Extra Innings event may be designed to attract new members or apprentices from a given group, such as Vistage, ASTD, MPI, BYU Education Week, etc.

iii. Road Games may take two forms but in general are live programs held outside the Salt Lake City metro area. At least two Road Games shall be scheduled each year.

1. Oftentimes these will be scheduled the day before or after an Exhibition Game with the same speaker and a board member traveling to a second area within our Chapter. The Chapter will budget $750 per Road Game to pay associated expenses. These may include an annual retreat or program for Members and Apprentices in Montana or other areas. 

2. These may be programs presented by other speakers who are already speaking in a given area. 

a. The Board Shall designate a Member or Apprentice to coordinate with eSpeakers to obtain a list of NSA members who are scheduled to speak within our Chapter’s geographic boundaries during the upcoming three months. These speakers will be invited to present a free program or at least meet less formally with one of our SIGs. 

b. The Chapter will pay up to $150 per pre-approved Road Game event of this type for refreshments or other expenses.
3. Whenever possible, these Road Games should take place in free venues such as libraries, schools, homes, or donated business space. The Speaker’s and a Director’s airfare/hotel expenses may be reimbursed by the Chapter, if necessary.

b. Prospective Members or Apprentices and others may be invited to attend any Chapter meeting free of charge by the President or the speaker. Directors may also invite one guest to attend any meeting free of charge or for the meal cost. 

c. Our chapter Administrator may also attend all meetings free of charge. In return for exceptional service rendered to the Chapter during the prior year the Board may reimburse the administrator’s NSA convention registration/expenses. When extraordinary circumstances arise, the Board may pay $1,500 in lieu of expenses.

4. Recording of Meetings (Instant Replays/Telecasts)

a. Exhibition Game and Extra Innings meetings will be video recorded whenever possible. Each recording along with related handouts or slides will be posted on the Chapter’s website in a members only area and will remain on the website for two years. 

b. This feature is designed to allow Members and Apprentices to access Instant Replays of chapter programs on demand. After two years the recording will be transferred to permanent storage and be available to Members from the Chapter’s library of materials.

c. Chapter programs will be telecast/broadcast live over the Internet to Members and Apprentices whenever possible. This is to bring value to our membership who may be traveling to speak during a given program or who may live too far from a given venue to make live attendance reasonable.

5. Special Meetings
a. Special meetings may be held at any time upon the authorization of the President, the Board or by the written request of 25% of the Chapter’s voting membership. 
b. The Secretary shall send notice to the voting Members of the Chapter at least five days in advance of the meeting.

6. Notice of Meetings
a. All notice of meetings may be given by email or other electronic communications so long as there is a reasonable assurance that such notice will be received by the intended recipient in a timely fashion.

7. Meetings Outside the Salt Lake City Area

a. In order to better serve its Members who do not reside in or around the Salt Lake City metro area, the Chapter will hold at least two meetings each year that will be located in one of the other States within the NSA MW jurisdiction. (See Road Games above)

b. Geographic Special Interest Groups (SIG) are also authorized to have less formal monthly networking meetings. In each area (75 mile radius) with more than ten (10) Members or Apprentices, the Chapter shall allocate a $500 annual budget for use within that SIG. Each SIG shall select a chairperson who may be a Member or Apprentice to coordinate with and report to the Board.

OFFICERS
1. Designations

a. The elected officers of the Chapter shall be the President, President-Elect, Vice-Presidents (as required), Secretary and Treasurer.

2. Duties of the President
a. The President shall be the chief executive officer of the Chapter. The President shall set the date and preside at all meetings of the Chapter and its Board, and shall call such meetings of the Board as he/she deems necessary. It shall be the duty of the President to exercise general supervision over the activities and welfare of the Chapter. In addition, the President’s duties shall include:

i. Strategically plans partnerships and reaches out to other groups.

ii. Sets annual vision and theme.
iii. Responsible for expansion and growing Chapter membership.

iv. Responsible for member satisfaction and creating valued member benefits.
v. Call annual business meeting to elect new Directors no later than April.

vi. Lead the Board in the selection of the “Chapter Member of the Year” no later the Chapter’s May meeting. Report this information to NSA no later than May 31.

3. Duties of the President-Elect
a. The President-Elect shall, in the absence of, or during the incapacity of the President, as determined by the Board, perform all duties and assume all responsibilities of the President until the Board shall revoke such authority. It shall be the responsibility of the President-Elect to coordinate the activities of all Chapter committees. The President-Elect shall assume the office of President in accordance with the term of office. In addition, the President-Elect’s duties shall include:

i. Acts as Program Chair throughout President-Elect year.
ii. Calls and confirms program details with each incoming presenter.

iii. Confirms all hotel, venue, gift card, airport pick up details, etc.

iv. Conducts annual member needs survey.

v. Plans for his or hers Presidential year by:

1. In November, the Pres Elect goes to Camp NSA.

2. By December 1st have invited all speakers for following year.

3. Finalize calendar for July 1 – June 30 of following year, by the first week of January.

4. By January, announce slate of new board member candidates.

5. By February, hold annual Board Retreat.

6. By June, schedule NSA Convention Contingent activity.

7. By June 1 have reached out to all NSA members, Chapter Members & Apprentices, and all prospective members with an annual program brochure.

4. Duties of Vice Presidents
a. The Vice President or Vice Presidents, if any, shall perform such responsibilities as may be designated from time to time by the Board. In addition, the Vice President’s duties shall include:

i. Create a speakers packet (to be sent to each speaker) containing:
1. airport information, confirmation numbers, things near the hotel, pick up times, venue, program, expense reimbursement voucher, and a contract (details on reimbursement for airfare, lodging and food, cancellation obligations, meeting schedule, video permission, product sales policy, etc).

2. By January create post card & send email of all dates/events for upcoming year (resend in May).
3. By April collect all program write-ups/bios & compile a year’s e-brochure. Also provide this information to the webmaster so content can be quickly posted online. 

4. A member should be asked to pick up/drop off the event speakers.

5. A Member should be asked to coordinate head-count with the Chapter Administrator and order food for meetings.

5. Duties of the Treasurer
a. The Treasurer shall receive and disburse the funds of the Chapter, and shall keep and preserve proper vouchers and books of accounts, which shall be open to inspection by the Board. The Treasurer or Administrator (under the Treasurer’s direction) shall deposit Chapter funds in such depositories as may be approved by the Board and shall disburse funds only for approved investments or upon approved vouchers and in accordance with procedures approved by the Board. The Treasurer shall submit a monthly financial report to the Board, an annual report to the Chapter membership and such reports as may be requested by the NSA. The Treasurer shall file all required tax forms to include sales tax returns with local, state and federal authorities as may be required. In addition, the Treasurer’s duties shall include:

i. Plans and executes Chapter sponsorship program.
ii. Review all account activity on a monthly basis and immediately report any irregularities to the board.
iii. Approve online check requests from the Pres-Elect, VP, and other Directors.
iv. Initiate online checks/payments for regular expenses and at the request of other board members.

v.  Balance books, create reports, and track recurring bills.

vi. Update signature cards each two years.
vii. Submit quarterly financial reports for July – September, October – December, January – March, April – June.

6. Duties of the Secretary
a. The Secretary shall take the minutes and record attendance of all Board and Member meetings. All Chapter records, except financial and committee records, shall be under the control of the Secretary. The Secretary shall maintain a file of the correct names and addresses of all Members. The Secretary shall keep such records and prepare such reports as may be requested by the Chapter or the NSA. In addition, the Secretary’s duties shall include:

i. Takes board minutes and sends minutes to President for approval, and then sends them on to Board.
ii. Orders MP3s of all NSA national conventions and conferences.
iii. Schedules acceptable dates and times for retreat & other non-meeting-date Chapter events or Board functions.
iv. Schedules Chapter Christmas party. Recruits and coordinates a party chairperson responsible for venue, entertainment, charity/service project, etc.
v. Coordinates with local universities to recruit interns. A one-year internship is equivalent to 6 UVU semester credit hours: 20 hours per week.

vi. File the annual NSA re-affiliation agreement and fee.

vii. Update the Chapter website (or recruit a webmaster), create event fliers (collect photos, bullet points and handouts for Pres Elect), eNewsletter, and various other projects.
viii. Assistant to the President in various duties that include:

1. At the beginning of the year buy twelve $50.00 cash cards and board birthday cards, as well as thank you notes for speakers, get the President to sign them all and send out thank you notes two weeks after the event and on one-year anniversary of the speaker’s visit to NSA MW.

2. Obtain reservation confirmation number 30 days prior to events, ensure signed contracts are received, follow up and pick up slack for all other board assignments.  
3. Make membership phone calls.
7. Duties of the Past President
a. The immediate Past Chapter President shall meet with the Board and shall counsel and serve in an advisory capacity to the Chapter President. The immediate Past President shall meet regularly with the Board for the purpose of reviewing Chapter operations and procedures and recommending to the Chapter President any changes which are considered desirable for the more efficient operation of the Chapter. In addition, the Past President’s duties shall include:

i. Plan and execute annual Past President’s appreciation luncheon in conjunction with the annual NSA President’s January visit and skiing trip to NSA MW. 

ii. Recruit and coordinate with a marketing person (volunteer chairperson) to coordinate with MPI, media outlets and other associations a year in advance for the Chapter’s annual charity fundraiser.

1. Find the location a year in advance. 
2. Choose catering and the charity 8 months advance.

3. Have speakers and entertainers booked for the event 6 months in advance.

4. Have celebrity name draws committed 4 months in advance.

8. Vacancies
a. Vacancies occurring in any office or directorship for any reason, including removal of an Officer or Director, may be filled by the vote of a majority of the Members present who hold voting rights, even of less than a quorum exists.

9. Removal of Officers

a. Any Officer or director shall be removed from office by the affirmative vote of 2/3 of the members who have voting rights, at any meeting of the members. Any Officer who misses three consecutive Board meetings, without Presidential permission shall be automatically dismissed from office.
b. Officers may also be removed by the Board as described above.

COMMITTEES

1. Committees
a. The Chapter President, with the approval of the Board, shall appoint the chairperson and Members of Chapter Committees as deemed necessary from among the members and apprentices of the Chapter. Committees shall perform such responsibilities as may be assigned by the Board.
2. Nominating Committee
a. The Past President shall convene a Nominating Committee consisting of at least his or her self, the President-Elect, and one Director who is not an Officer, as described earlier in these policies.
3. Membership Committee
a. The Committee shall be composed of a simple majority of the Directors who shall determine acceptance or rejection of Member applications to the Chapter.
4. Professional Expertise Groups or Special Interest Groups
a. The Board will establish Professional Expertise Groups (also called SIGs) throughout the Chapter’s geographical region as need and interest is expressed by the Members.
b. This is further described previously.
FUNDS AND EXPENDITURES

A. Management of Assets

1. Funds
a. Funds may be raised by annual dues, sponsorship programs, or in any manner approved by the Board. 
b. Such funds are necessary to defray the expenses of the operation of the activities of the Chapter and shall be approved and transferred by the proper officers to an operating account or to such other accounts as the Board shall from time to time deem advisable to establish.
2. Bank Accounts and Check Requests
a. All Board Members will be allowed to review all Chapter bank account activity online in real time. Any Board Member may request a check either for reimbursement of expenses or to pay a chapter obligation for which that director has stewardship. The President, Past President or Treasurer must review each check request made before a check is issued. Only a Board member shall have check signing authority or be listed on an account.
B. Expenditures

1. Liabilities
a. The Board shall not assume liabilities on behalf of the Chapter for an amount in excess of the current funds of the Chapter.

b. The Chapter shall never pay, assume or become responsible for the personal or unapproved debts or liabilities of any individual Member, Officer or Director of the Chapter.
2. Charitable Contributions

a. The Board may, from time to time, and as funds allow, allocate up to $1500.00 in Chapter funds to be donated to a charitable cause. Such charitable causes will be determined by the Board and may include donations to individuals in need.

3. National NSA Scholarship

b. Each year the Chapter Member of the Year will receive a scholarship that will cover an amount equal to the standard NSA member registration fee for the national NSA Convention.

c. The Chapter Member of the Year may be nominated by either a Member, an Officer, or a Director based on the contribution the nominee has made to the Chapter in the previous year.

d. The Chapter Member of the Year shall be selected by majority vote of the Board.

4. Camp NSA

a. The Chapter will pay for all associated expenses of the President Elect to attend Camp NSA.

b. The President-Elect shall stay at the hotel designated by and paid for by NSA.

5. National NSA Convention

a. The Chapter may pay for a Member(s) to attend the yearly national NSA Convention, when funds are available, as determined by the Board.

b. If a Member has served the Chapter, such as service by an Officer, and the Board deems it appropriate, the Chapter may pay for that Member’s attendance at the National NSA Convention. If that person cannot attend the National NSA Convention but the Board deems it appropriate, due to that person’s service, the Chapter may pay directly to that Member the amount of the registration fee the Board would have paid for that Member to attend the National NSA Conference.

6. Hiring Contractors and Venders

a. The Chapter may enter into contract with independent contractors and vendors to provide services to the Chapter, as determined by the Board.

b. The Chapter may also enlist the service of volunteers and interns (paid or unpaid), as determined by the Board.

7. Miscellaneous Expenditures
c. The Chapter may pay for miscellaneous items, such as shirts for Members who attend NSA National meetings, books or CDs for the Chapter library, etc.
d. The Chapter may pay for meals to be provided to Members and Guest who attend the monthly Chapter meetings.
e. The Chapter may pay for appreciation gifts to be given to presenters who speak and/or present workshops at the monthly Chapter meetings.

The Chapter may pay for extra expenses that are normally associated with special events that the Chapter may hold such as Christmas parties, charity fund raising events, etc.

f. TAXES
1. Fiscal Year

a. The fiscal year for this chapter shall be from July 1 through June 31 of the following calendar year.
2. Tax Filing
a. The Chapter Treasurer shall file all required Federal and State tax forms as required by law in a timely manner.

3. Record Keeping
a. The Chapter shall keep the following records recommended by NSA for tax purposes (retention time):
i. Bank statements (Indefinitely). 

ii. A book of minutes and modifications to this policy (Indefinitely).

iii. Cancelled checks (Seven Years).

iv. IRS exemption letter (Indefinitely).

v. Articles of Incorporation (Indefinitely).

vi. Supporting data for income and expenses (Seven Years).

vii. Contracts, leases, etc. (Ten Years).

viii. Copies of your filing Form 990 (Indefinitely).

MISCELLANEOUS 

1. Policy Changes
a. The Board may approve or amend these policies and procedures by a two thirds vote of the Board at any regular or special meeting of the Board
2. Published Directory
a. If the Chapter chooses to publish a directory either in print or online all Members may be listed in that directory, so long as their membership status is clearly indicated (i.e. Professional, Apprentice, etc.).
b. Apprentices may not be listed in any directory including the NSA brand which might cause someone to presume them to be an NSA member. Members and Apprentices may be listed in the Mountain West Speakers Association directory.

CHAPTER ACTIVITY TIMELINE
Yearly Timeline of Activities for a Successful Chapter
	January
	Finalize the calendar for July 1 – June 30, by first week of January.

Announce slate of new Board member candidates.

Submit quarterly financial reports for October – December.
	President Elect

President Elect

Treasurer

	February 
	Collect all program write-ups/bios & compile a year’s e-brochure.
	Vice President

	March
	
	

	April
	Submit quarterly financial reports for January – March.
	Treasurer

	May
	Resend post cards & emails of all dates/events sent in December.
	Vice President

	June
	Reached out to all eligible regional members with brochures.  
	President Elect

	July
	Submit quarterly financial reports for April – June.
	Treasurer

	August
	
	

	September
	Submit Re-affiliation Agreement
	President, Secretary

	October
	Submit quarterly financial reports for July – September.
	Treasurer

	November
	Attend Camp NSA.
	President Elect

	December
	Have invited all speakers for following year by December 1st. 

Post card & send email of all dates/events (resend in May).


	President Elect

Vice President


MONTHLY MEETING TASKS
Timeline of Tasks for Successful Monthly Meetings

To be done two months in advance

	Create speakers packet 
	Vice President

	Send speakers packet to the guest speaker
	President-Elect

	
	

	
	

	
	

	
	

	
	

	
	


To be done a month in advance
	Call the hotel to reserve the room for the guest speaker.
	President Elect

	Call and confirm all hotel, venue, gift card, airport and travel details
	President Elect

	
	

	
	

	
	

	
	

	
	

	
	


To be done a week in advance
	Coordinate headcount for food order
	Vice President

	
	

	
	

	
	

	
	

	
	

	
	

	
	


To be done a day in advance

	Pick up guest speaker at airport
	Vice President

	
	

	
	

	
	

	
	

	
	

	
	

	
	


To be done the day of the meeting

	Pick up speaker at hotel
	Vice President
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