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Dallas Chapter

ROLES & RESPONSIBILITIES

Purpose of the Chapter

The responsibility of the AITP Dallas Chapter is to provide a well-rounded and meaningful program of activities, and to supply information pertaining to the latest technological and managerial techniques available today to its membership. In addition, the Chapter should serve as a community information center to the general public on questions and recommendations concerning information technology.

Board of Directors

Purpose of the Board

The governing body of the Chapter is the Board of Directors. The Board manages the affairs and assets of the Chapter.  The Mission of the Board of Directors is Policy Development, Establish Goals and Objectives, Establish Financing, Monitor programs, Advise and Counsel, Give Feedback, Give Credibility, and Furnish Expertise. 

Major Benefits of a Board of Directors are Support the Region and Association and its programs, Share responsibilities, Furnish ideas, assure funding, provide prestige, and provide leadership experience for its members. 

Most Chapter directors take on the role of Committee chair to a specific area. These areas can include Membership, Program, Newsletter/Publicity, Bylaws, Awards, Student Chapters, Region Liaison, Sponsorships, Hospitality, and Legislative Network to name a few. 

Officers

President

The individual directly responsible for the coordination of these activities is the President of the local Chapter. It requires a sincere, dedicated and conscientious effort to fulfill all of the obligations an responsibilities of the office, and needless to say, it is necessary to spend many hours of planning, executing and controlling the many Chapter projects and activities. All of this is necessary, if AITP is to maintain the professional character, stature and image of the AITP and the profession.

The President must be a strong administrator with the ability to get things done by working with and through people. The President must have the ability to motivate these individuals into a performance of excellence. 

The President’s duties are:

· Preside at all meetings.

· Formulate the overall plans for the various activities with which the local Chapter will become involved. This should be one of the first efforts of the President. Meet with all committee chairs to discuss definite programs and activities. A priority list is then developed and published. This allows the entire membership to evaluate each program and become active in the area for which they are most talented. Participation is the key to Chapter success.

· Oversee activities of other Officers and functional chairs. A written job description should be prepared for each officer and committee chair. Each committee should be reviewed periodically and individual performance noted. Committee participants are prime candidates to become future Chapter Officers.

· The President must be officially neutral on controversial matters and must permit full discussion on all motions. The President opens and closes meetings promptly and makes sure that written minutes are published. The meeting follows “Robert’s rules”.

· Request written progress reports from each officer and committee chair each month. 

· Arrive at the place of the monthly meeting early to see that everyone and everything is in readiness for this meeting. Be available to the membership, especially the new members and guests.

· The Chapter President should be available to other groups to promote the image of the IT profession.

· Submit written progress reports to the membership. This could be a President message in the monthly newsletter. 

· Distribute monthly reports mailing from HQ to pertinent Officers or chairs.

Vice President

The Vice President is the second executive officer of the Chapter. In the absence or disability of the President, the Vice-President performs all the duties of the President. In addition, he or she assists the President in the direction of all Chapter affairs, and shall have other powers or duties as the Board of Directors or President may delegate.

The Vice President may be assigned specific duties preferably in areas in which he or she has not been active before, in order to obtain experience that will be beneficial for election to the Presidency. The Vice President may be chair of various major committees, such as program or membership.

The Vice President should be familiar with the Chapter, region and association operations to be an effective leader in AITP.

Treasurer

The Treasurer is an elected officer of the Chapter, receives and disburses all Chapter funds.

Responsibilities include preparation of the Chapter’s operating budget for each fiscal year and proper maintenance of all Chapter accounting records.

The Treasurer should have a voice in all Chapter matters in order that he/she may express opinions on maintaining a sound financial condition at all times. The Treasurer should make a monthly report on the financial position of the Chapter and project long-range financial forecasts.

The President appoints the Audit Committee. Some Chapters make the audit staff the Officers, an audit chair and a member at large. The audit committee should reports directly to the President and the Chapter Board of Directors.

Duties performed:

· Shall receive and disburse the funds of the Chapter. Keep and preserve proper vouchers and books of accounts, which shall be open to inspection by the Board of Directors and subject to audit at any time by an auditing committee. Record all receipts and disbursements for the current fiscal year.

· Shall deposit funds of the Chapter in banks as may be approved by the board and shall disburse money only upon approved vouchers. The Treasurer and one other officer should sign all checks drawn. 

· Shall submit monthly financial reports to the board, and a final financial statement to HQ. Some Chapter may publish the financial statements in the newsletter.

· Obtain anticipated expenses of each board member at the October board meeting to create a budget for the following year.

· Sit in witness of the audit performed on the previous fiscal year’s books. After the audit committee report has been accepted by the board, the incumbent Treasurer shall relinquish all documents of the office to the new Treasurer in good condition. 

· The Treasurer-elect shall meet with the incumbent Treasurer for detailed explanation of duties and procedures for setting up the books and budget for the coming fiscal year.

· The Treasurer shall supply the voucher forms to the board meeting and have a supply on hand. 

· Send in state tax exemption form as required.

· Form 990 “Return of Organization Exempt from Income Tax” must be filed with the IRS by the Chapter whose gross receipts are $25,000 or more in a fiscal year. This return must be filed on or before the 15th day of May. 

· If gross income of $1000 or more is derived from unrelated business sources (advertising income, etc) unrelated to the purpose of AITP, FORM 990T must be filed with the IRS on or before the 15th of May.

· Treasurer should keep in a safe place all-important documents relating to Chapter financial and program activities. These should include bank statements, book of minutes, cancelled checks, IRS exemption letter, and Articles of Incorporation, if incorporated.

Secretary

The Secretary is the corresponding and recording officer of the Chapter. He or she has important record keeping responsibilities and acts as the liaison between the Chapter members, Chapter Officers, and Chapter Board of Directors and HQ.

Duties of the Secretary:

· Maintain all records relating to membership. In some large Chapters, this could be the responsibility of the Membership Chair.

· Order all stationery, member and Chapter supplies

· Maintain a record of any property owned by the Chapter. Arrange for required insurance coverage.

· Maintain an historical file. All records should be kept for a minimum of one year – important records longer, a brief history of the Chapter should be added each year.

· Receive a copy of all correspondence written by any director or committee chairman, and maintain an orderly file.

· Secure meeting site for the Board of Directors and arrange for meeting facilities.

· Send notice of board meeting and agenda one week prior to the meeting as outlined by the President, to all Board members.

· Be responsible for the written minutes of each director’s meeting, a copy of which should be forwarded to each director.

· Summarize minutes for publication in the Chapter’s newsletter and send it director of publications within the specified schedule.

· Be responsible for the written minutes of each monthly membership meeting.

· Pick up mail from the post office box twice a week and forward to the respective recipients.

· Perform other duties as maybe assigned by the President.

· Complete the form for the change of Chapter name or membership dues and send to the correct person.

Committees

Programs

Program Director/Chair has the complete responsibility for programming Chapter meeting, selection of speakers and making recommendations for the handling of Chapter programs, and expected expenses involved for approval by the Board of Directors. 

The Program Committee activity should cover each fiscal year span, usually 10 to 12 monthly meetings. Chapters may have a policy that requires either an overlap of program planning (one to three months), or one full year in advance of Chapter meetings. 

With respect to planning Chapter programs, the committee should always provide at least two or three months’ lead-time to secure appropriate speakers who can cover the desired subject matter. Consideration should always be given to possible cancellation by speakers or revisions of the subject to be covered. 

Specific duties and responsibilities of the Program Committee should include:

· Pre-planning programs for the assigned fiscal year or period specified by Chapter policy or standing rules. 

· Determining the topic to be covered at the meeting. 

· Selection of speaker or speakers (panel)

· Preparation of the necessary written communications with the chosen speakers to secure a firm commitment as to availability on date of meeting, any special equipment required and a brief introductory resume. 

· Preparation of special notices covering the meeting and speaker 

· Arrangements for special entertainment for holiday parties, officer installation night, etc. 

· Plan the Chapter programs by making use of any and all information available on a local level or through an exchange of information within the Region. Well-planned programs have a direct effect on Chapter meeting attendance, membership development and the perception of value to the local Chapter members and the data processing community. 

· Prepare a calendar of Chapter activities including dates, times and places of meetings. Provide this to the Chapter membership and the public relations committee. 

· Prepare and furnish program announcements and the resume of the scheduled speakers prior to each meeting for inclusion in Chapter bulletins and newsletters. Include date of meeting, location, time of social and dinner (price as applicable), speaker’s name and topic to be covered. 

· Arrange for a Chapter officer or director to meet, welcome and host the speaker on arrival. 

· Secure gifts or token remuneration for the speakers as a token of appreciation and thanks from the Chapter. 

· Survey the Chapter members at each dinner meeting. This can be helpful to see what improvements are necessary (i.e. food or topic). Ask for speaker topics and speaker names. This can help in searching for speakers in specific areas. 

Committees

Sponsors

Sponsorship Director/Chair has the complete responsibility to obtain sponsors for donations, assistance in funding for programs, events, luncheons and any other activities the Chapter may need assistance in financially to support the Chapter and its programs.

Specific duties and responsibilities of the Sponsors Committee should include:

· Develop and maintain sponsorship levels program

· Obtain sponsors for programs, events, special activities, and other functions the Chapter may need financial assistance with such as donations for prizes, drawings, awards, etc.

· Obtain donations for drawings & giveaways.

· Prepare invoice to sponsor for monies contributed and copy the Treasurer for collection.

· Greet and welcome the sponsor at the program.

· Notify the Association Support Chair of all sponsorships sold and outline Sponsor Level benefits such as table display, logo on materials, banners, etc. required.

· Notify the Program Chair of all sponsorships sold for program recognition.

Committees
Membership

Membership Director/Chair is perhaps one of the most vital Chapter responsibilities because the retention of members and a steady continued growth in new memberships is absolutely vital to the life and growth of AITP.  This committee is responsible for retaining current members plus seeking new members of a caliber to maintain the standards of the Chapter and AITP.

Specific duties and responsibilities of the Membership Committee should include:

· Develop and implement Membership drives such as telephone & email campaigns to increase membership.
· Survey the membership for feedback on program topic and suggestions for new topics.
· Set up and maintain a Membership table at each program.
· Advise members they may order a “Member’s Badge” & collect the completed badge order forms. 
· Submit completed badge order forms to the Association Support Committee Chair. 

(Ordering of Membership badges will be processed in groups of no less than five badges by the Association Support Committee Chair to the supplier. Badges received will be brought to the next meeting. Membership badges will be given to the Membership Committee and an itemized listing of member’s names & amounts due from each member. Association Support Committee Chair will give the Treasurer, the total invoice billing from the supplier for submission of payment. Treasurer shall pay invoice immediately. )
· Deliver Member Badges to the members & collect the monies owed from the member; submit monies collected for Members’ Badges along with the names of the paid members to the Treasurer. 

· Submit a report of monies collected & still owing at the next Board meeting. (Treasurer is responsible for keeping the accounting of payment of orders, and collections & delivery of the badges, and will submit a report to the Board in any month that there is activity. Treasurer will also submit a copy of the accounting to the Association Support Committee Chair. )

· Copy the Chapter Liaison on any National AITP correspondence regarding Membership.
· Obtaining database update forms & submits completed update forms to Association Support Committee Chair. 

· Obtaining and submitting completed "Volunteer Committee Member Applications" to the Executive Vice President. 

· Collecting business cards for the program drawing from attendees and submits the cards to Executive Vice President at the end of the program.
· Collect the completed membership applications and monies, if applicable, and submit it to the Association Support Committee Chair at the end of the program.
· Remind the new member applicant to see the Association Support Committee Chair for a refund on their dinner/program fee when they complete their membership application.
Committees
Communications/Media

Communications Media- Publicity Director/Chair deals with the planning, collecting and organization of information about the Chapter and AITP and the transmittal of that information to members, interested individuals, corporations and the local community. 

Specific duties and responsibilities of the Communications Media Committee should include:

· Notification of program meetings, topics and speakers to all major press.

· Invite news media staff writers to programs monthly.

· Placement of advertisements in Dallas Morning News and Baker Botts each month.

· Creation of media exposure for Chapter and any events such as press releases interviews with speakers, etc.

· Collect all media print and submit to the Board for submission to National for awards.

Committees
Alliances

Alliances Director/Chair is responsible for establishing alliances with similar associations and organizations that would benefit the Chapter in its development of sponsors, membership, and programs to name a few.

Specific duties and responsibilities of the Alliances Committee should include:

· Develop and maintain relationships with other associations similar in purpose of the Chapter.

· Send notification of Chapter programs to all alliances (other associations that have members who may want to attend Chapter programs).

· Attend other associations’ programs or meetings to create networking relationships and for evaluation and comparison.

· Greet and welcome attendees of the Chapter’s programs.

Committees
Student Chapters

Student Chapter Director/Chair is responsible for the coordination of activities between the parent Chapter and the student Chapters. They are responsible for helping to charter new Chapters and making the student aware of AITP scholarships at the Chapter and region level. 

Specific duties and responsibilities of the Student Chapters Committee should include:

· Assist Student Chapters in building their membership

· Assist Student Chapters in scheduling speakers for their meetings.

· Assist Student Chapters prepare for competitions.

· Assist the Student Chapters in fund raising such as finding sponsors to aid costs to attend AITP conferences and competition.

· Assist new Student Chapters in establishing their charter.

Committees
Association Support

Association Support & Chapter Liaison Director usually is a member whose past service is the source of helpful advice in continuing effective Chapter operations. He or she is the link between the Chapter, the region/association and represents the Chapter on the region Board of Directors consisting of representatives from all Chapters in the region. 

Association Support has the responsibility of preparing and maintaining historical records of Chapter members and their activities since the beginning of their membership and handles the proper ordering of plaques and other awards. They are responsible for keeping track of COPA, IPA, and PCS2000 programs to name a few. 

Association Support primary responsibility is to ensure that new members and guests are made to feel welcome. In some Chapters, it is the committee who is responsible for registering the members and guests for the monthly meetings by providing name tags 

and registering them for dinner. The names of new members are furnished to the Membership Chair who should introduce the members at the monthly meeting. 

Specific duties and responsibilities of the Association Support Committee should include:

· Act as the liaison for the Chapter with National and Region.

· Maintain the registration list for program attendance.

· Securing arrangements appropriate for the meeting. 

· Arrange for meeting places for all meetings. 

· Set up and maintain an attendance record of all meetings, and submit attendees’ list to Membership Committee Chair.

· Submit all invoices to the Treasurer for review and immediate payment.

· Maintain membership database.

· Disseminate information to the Board and Members when applicable.

· Submit all applications for Chapter awards to National.

· Attend Region/Association meetings and events.

06/17/06

