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NSA/St. Louis adheres to the National Speakers Association’s policy regarding the listing of Degrees/Certifications, which is as follows:

Educational degrees, e.g., PhD, MD, DDS, EdD, JD, etc., will be listed in the NSA membership directory only if they come from colleges, schools and universities recognized by the Commission on Recognition of Post-secondary Accreditation.  Other designations, e.g., CAE, CPA, CLLU, CFP, CPCU, etc., will be listed in the membership directory when a verification certificate is provided.

The burden of proof of the legitimacy of such listing is placed on the member.  Members must furnish proof in the form of transcripts or photocopies of diplomas, certificates, membership cards, etc., for the designation submitted.  Should a member submit false credentials for listing in the directory, s/he is subject to disciplinary action by the Board, which may result in expulsion from the association.

In addition, unless a doctoral degree is awarded from an appropriately accredited institution, it cannot be used or referred to in any advertisement in a NSA publication or used in an introduction on a NSA platform. (July 1995).
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In November of each year, the Chapter Administrator will publish a PDF version of the Chapter Directory, which will be e-mailed to each Chapter member and apprentice.  This directory is a Chapter benefit and is NOT to be used in the promotion or solicitation of any business products or services by members, apprentices or people outside of the organization.  Doing so constitutes a serious ethical violation and could result in expulsion from the Chapter.

A member, apprentice, or individual outside the organization cannot purchase an electronic version of the Directory.  Nor can outside organizations purchase an electronic version of the Directory.  Exceptions to this policy include the following:

· With prior approval of the Board, organizations associated with the speaking industry such as ASTD, MCI, MPI etc. may send their meeting notices to the Chapter Administrator for distribution via the e-mail network to NSA/St. Louis members and apprentices or may purchase labels from the Chapter for their programs, which may be of value to the membership.

· Invited speakers to Chapter events may market to Chapter members and apprentices prior to their event 
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The Chapter will reimburse an individual according to the following policy:

1. The Board of Directors must approve all expenses over $200 in advance.

2. All purchases must be made using the tax-exempt certificate.  If an individual purchases an item without using the tax-exempt certificate, the tax portion of the reimbursement will not be paid.

3. All Chapter members seeking reimbursement must submit a receipt and attached it to a green expense report form properly filled out.

4. The green expense form must include the following:

· The date of submission

· The name and address of the person who is to receive the check

· A checkmark indicating which line item in the budget this expense is for

· A checkmark indicating what the expense is for and the dollar amount

· A note if the check is to be made out to an individual or company other than the person to whom the check is to be mailed.

5. All bills must be submitted to the Chapter Administrator in a timely manner.

6. All checks will be co-signed by two members of the Executive Board of Directors
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Each year the Chapter members and apprentices attending the Winter Workshops and Annual Conference may be asked to select the top 10-16 talks they have heard.  These tapes may be purchased by the Chapter and added to the Chapter Library.

The Librarian catalogs the tapes and other items and adds them to the collection.

The Library is a Chapter membership benefit and items can only be checked out by Chapter members and apprentices.

Items may be checked out at the monthly programs and returned at the next scheduled program.  

A credit card imprint will be used as collateral for the selections.  The credit card imprint will be destroyed upon return of the items.  Any item damaged or not returned will be replaced at the member’s expense via their credit card.   
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Speakers University is held in the Spring of each year and is a fundraising event for the Chapter that promotes two of the NSA eight competencies – Platform Mechanics and Presenting and Performing.   The Chair is appointed b y the President and selects a committee of members and apprentices to assist in the duties surrounding the event.

The date, location and main speakers must be in place by October.  All speakers must submit their topic, photo, and biography to the Chair by December.  The program flyer must be completed by February 1st and should include the following:

· Chapter logo on the cover

· Bright color (yellow has worked in the past) and be 11x17 folded  appropriately.  

· Include the title of each speaker’s topic, their biography, and photo

· A welcome note from the Chair or co-chairs

· The timing of the day’s events

· The registration form that can be torn off so as not to destroy the integrity of the brochure’s copy

· The cost and early bird or membership savings, if any

· The cancellation/refund policy

· Success stories, quotes from previous year, takeaways

· Source of contact for questions

· Which meals, if any, are included

· A list of the committee members

· Mailed first class

Mailing labels will be provided by the Chapter Administrator for individuals on the NSA/St. Louis database as well as other databases for organizations in the speaking industry such as NSA/Kansas City, Chicago, Indianapolis, Memphis, ASTD, MIC, MPI, Toastmasters, etc. 

The committee will affix the mailing labels and first class postage and mail the brochures no later than 8 weeks before the event.

Committee members will be assigned for:

· Location set up

· Catering

· Speaker pick up at the airport, hotel and return

· Speaker assistant during the day

· AV, handouts

· Welcome packet content and production to include:

· Letter from the President

· Evaluation

· NSA/St. Louis program flyer

· Protégé information form

· Speaker handouts

· Copy of brochure or day’s agenda to include:

· Time of presentation

· Title of topic

· Description of topic

· Name of speaker

· Short biography of speaker

· Table exhibit rental

· Full table and cost

· Half table and cost

· Deadline for reservations

· Main speakers get table for free

· Greeting and event flow (ASK ME buttons)

· Speaker contact/web links

· Evaluations
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The Chapter Administrator is an employee of NSA/St. Louis and serves at the pleasure of the Board of Directors.  Her duties are outlined in the attached memo.  No individual Chapter member or apprentice may request the services of the Chapter Administrator without authorization from the Board.

NSA/St. Louis Operations

Chapter Administrator’s Duties

Membership

Manage the database of members, apprentices and prospects to include:

· Current membership roster

· Phone numbers

· E-mail addresses

· All prospect information

· Renewal database update

· Broadcast fax to the board, apprentices, prospects as appropriate

· Check hotline and respond to inquiries

Programs

Handle entire reservation/registration process to include:

· Check hotline for reservations and enter into database

· Coordinate with speakers for contracts and arrangements

· Coordinate with hotel for counts and meeting arrangements

· Coordinate with VP of Programs for counts and meeting arrangements

· Prepare check-in lists and nametags and bring to meeting along with membership information, mentor program information, receipts, and signage

· Perform check-in at meetings and collect registration fees owed, issues receipts as needed

· Signs the check with the hotel and verifies counts vs. meals served

Treasurer

Coordinate entire bookkeeping function including the following:

· Bank deposits

· Disbursements

· Financial statements for board review

· Coordinate with Treasurer in setting annual budget

· Coordinate with Treasurer in preparation of annual report
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The Chair of the elections committee will be the immediate past president.  This individual will meet with the president-elect to determine a slate of potential candidates.  All nominees must be NSA national members at the time the election is held.  

The immediate past president will contact each candidate to ascertain his/her willingness to serve.  Once the slate has been established, the immediate past president will send the slate to all of the past presidents for their approval.  Once the approval has been made, the ballot will be prepared for voting.

Elections will be held at the April meeting of the Chapter.  A written ballot listing the nominees will be provided to each national member in attendance.  A line for write-in candidates will be on the ballot under each office.

The elections chair will call for nominations from the floor.  All nominations from the floor will be written in on the ballot.  The chair will ask everyone to vote and pick up the ballots for counting.  If there are no nominations from the floor and all candidates are running unopposed, the chair can call for acceptance of the slate of officers as printed by acclamation.
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Awards are customarily given out at the last meeting of the fiscal year.   The following awards are given:

Showcase Winner

This award is given to the individual who will represent the Chapter at the National Convention and present a Showcase.  The winner must be a National member.  The award includes a certificate, a plaque, and a monetary award to defray the expense of attending the annual conference.   

Presidential Award 

The award winner is selected by the president to honor the individual(s) who have provided special assistance to the President during his/her year.  The award type is at the discretion of the President.  Customarily, it is a plaque.   The winner(s) must be Chapter members or apprentices.

Chapter Member of the Year

This award is the highest honor bestowed upon a member of the Chapter.  The individual selected must hold National member status in the Chapter.  The Board nominates individuals for CMOY.   The Chapter President is not eligible for the award.  The Board selects one individual from the top three nominees.   The award type is at the discretion of the Chapter President.  Customarily it is an engraved item with the name of the winner and the year.
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