


CFMA Siouxland Chapter

Committee Operation Guidance
SELECTION:

Chair and Vice Chair positions are appointed by the Board of Directors and report to the Chapter President. Committee members may be associate or general members. 
ROLES & RESPONSIBILITIES:

Chair: 
· Leads the committee in developing and executing programs to meet committee objectives, leveraging available resources through headquarters; recruits committee members and a Vice Chair where applicable.

· Collaborates with committee to prepare annual budget, if applicable, for programs/events and presents for board approval each fiscal year. 
· Reports activity/progress (or has alternate report) on the President’s monthly conference call.

· Provides recap on committee programs/events, including financial results and whether goals were met.

· Holds meetings/conference calls with committee at intervals appropriate to meet objectives and expects members to attend 75% of all calls/meetings and/or actively participate.
· Seeks approval from Board of Directors for all unbudgeted expenses; works with Treasurer to secure funds required for programs and submits incidental expenses to Treasurer for reimbursement.

· Obtains officer signature on any contract executed on behalf of the Chapter.

Terms of Service:

· Chair—2 year, renewable for up to 1 additional 2-year term.

· Committee Member—NO TERM LIMIT. 

COMMUNICATIONS:

· Electronic or Printed Communication to Members or Non-Members: must be reviewed by the Committee Chair and approved by either the President, the Vice-President, or the Chair of the Public Relations/Communications Committee before release.
· Public communication: Public statements or articles issued on behalf of CFMA are made only by the Chapter President or Chair of the Public Relations/Communications Committee. Using the name of CFMA in promoting products, services or soliciting donations requires approval by the Board of Directors.
ADMINISTRATIVE SUPPORT:

· Chairs should seek President’s approval for use of Chapter Administrator beyond budgeted services.
Program Committee

Mission Statement: To design and execute quarterly programs reflecting the educational, informational and networking needs of our Siouxland Chapter Members. These programs will be relevant, timely and presented in formats most convenient and meaningful to our members.

Activity/Tasks:

· Planning meetings: typically held quarterly to brainstorm and narrow topics for upcoming quarterly programs. Set additional meetings as necessary. Work with other committees to prevent event conflicts. 
· Program leads: secure volunteer lead for each program who will arrange for speaker(s) and narrow down program content. 
· Publicize Events: 

· Provide details of event to chapter President and Chair of Public Relations/Communications Committee – 

· Posted to Chapter website calendar (and other platforms as deemed necessary).
· Event Flyer

· Email Blasts
· Announcement/introduction at prior quarter program (if information available)
· Provide CPE form on day of event.
· Venue Selection: select venue(s) determining the best location and value for Chapter members. Consideration is to be given to location, availability, menu and minimum requirements. The Chairperson is also responsible for the following:

· Contract to be completed, signed and payment deposit to be communicated to chapter Treasurer

· Menu selection based on banquet hall requirements

· Final headcount communicated to banquet hall based on requirements

· Event: Program lead and Chair confirm with presenters 1 week in advance of event to ensure all details are complete. Coordinate with President event agenda. Chair will send thank you email or letter after the program.

· Co-sponsorship: Consider co-sponsoring events with other organizations and CFMA chapters.
· Event Sponsorship: Committee should consider event sponsorship if appropriate.
Meeting Cadence/Time Commitment: at least quarterly / 1-2 hours per month
Membership Committee
Mission Statement: To promote membership and involvement in CFMA by and through (1) Identifying & recruiting candidates for membership; (2) Educating the local construction industry on the benefits of membership; (3) Assisting existing members in becoming active participants in the organization; and (4) Recognizing new members, membership tenure and commitment, and the chapter’s accomplishments.
Activities/Tasks:

· Identifying and Recruiting Prospective Members: The committee identifies prospective members and includes them in our database of potential members. The committee obtains names and addresses of guests at meetings and contacts them via email and phone call after the meeting or event and welcomes them to future events. In addition, the committee identifies companies currently not involved in the organization and contacts them through written correspondence or via telephone to inform them of the benefits of CFMA and to welcome them to upcoming events. Coordinates with Chapter Administrator to ensure that membership database is up to date.
· Promoting CFMA at Industry Events: The committee promotes CFMA at local industry events such as trade shows and meetings with other industry organizations. At these events, when possible, CFMA provides written materials regarding its programs and benefits. In addition, when possible, representatives from our local chapter will participate in these events, promoting CFMA through presentations and direct communication with potential members and others in the industry.

· Hold Membership Drives: The committee conducts various membership drive activities. In the past, these have included “bring a potential member raffles,” telemarketing campaigns and other programs aligned with headquarters. These membership drives are to encourage members to reach out to their colleagues and invite them to our programs and events. 
· Member Retention: In addition, once a year, the membership committee holds a retention campaign in which we contact members who have not renewed their membership to remind them to do so. During this campaign, we also reach out to prospective members.

· Integrate New Members into The Organization: The committee contacts new members and welcomes them into the organization. In addition, the committee invites new members to upcoming events and facilitates interaction with other current members. The committee also runs the mentor program, which assigns an involved member to a new member to facilitate integration into the organization.

· Answers Inquiries Regarding Membership: The committee responds to inquiries raised by members and non-members regarding membership benefits.
· New Member Recognition —recognize new members at quarterly meetings.
· Membership Recognition – recognize members, particularly membership tenure and commitment. The committee is expected to recognize membership tenure in the following manner:

· 5 Year –  $20-$25 gift value and recognition at the following quarterly meeting.

· 10 Year – $20-$25 gift value and recognition at the following quarterly meeting.

· Subsequent Anniversaries in 5 Year Increments (i.e. 15 Year, 20 Year, etc.) – $40-$50 value gift and recognition at the following quarterly meeting.

· The committee is expected to request approval from the Board for funding or use of STAR Funds to assist in financing the expenses of the committee. 
Meeting Cadence/Time Commitment: semi-annual / 1 hour per month
Publicity/Communications Committee
Mission Statement: The Publicity / Communications Committee is responsible for promoting the Construction Financial Management Association overall and our Siouxland Chapter in particular. Our mission is to (1) engage our members in the life, opportunities, and value of CFMA locally, regionally, and nationally and (2) excite interest in CFMA in the Siouxland area, particularly among those both working in and serving the construction industry.
Activities/Tasks:

· Regularly update the chapter website content, board and committee membership, pictures, and event information.

· Monitor and respond to emails sent to the Siouxland Chapter address: siouxland@cfma.org.

· Promote chapter events through development and communication of quarterly meeting announcements, the website, flyers, email communication, and social media avenues to maximize attendance. 

· Arrange for the registration of quarterly chapter meetings and educational events.

· Own, develop, and add to the opportunities to leverage and engage members through social media platforms.

· Share chapter updates and news to membership through multiple communication avenues (e.g. website blog, email, etc.) and use pictures taken at chapter events and activities to promote the life and value of the organization.

· Communicate to members an overview of quarterly meeting content and distribute presentations or educational resources from those meetings if provided by presenters.

· Promote CFMA regional and national events, promotions, products, and educational opportunities to members.

· Promote CFMA events and activities through other associations and organizations such as AGC, NAWIC, and PMI and through community calendars or similar avenues to attract participation from those who are not currently members of CFMA.

· Work with the members of other Siouxland chapter committees to communicate and promote results of their activities (e.g. golf flyers, membership drives, etc.)

· Complete the annual Chapter Benchmarking and Awards with CFMA National as a means of benchmarking the value of the Siouxland chapter and promote the results of the benchmarking to our membership.

· Consider and arrange the promotion of the Siouxland CFMA chapter at industry tradeshows and events (e.g. AGC Convention) in collaboration with the membership committee.

· The committee is responsible for arranging the electronic surveying of members through the use of an appropriate electronic surveying tool.
Meeting Cadence/Time Commitment: none / 1 hour per month
Tools in Use By The Committee:

· CFMA Siouxland website, including the picture carousel (updated by National upon request), blogs for meeting updates and membership communication (e.g. President’s message), and library for uploading resources for distribution.

· Siouxland Chapter of CFMA email account through Outlook on Office 365. Username: siouxland@cfma.org Password: Siouxl@nd!

· CFMA’s Event Registration system that is now incorporated in the chapter event page is use for event registration tracking.

· CFMA Facebook page

· Surveying Tool – Survey Monkey; run by the Chapter Administration
Golf Committee

Mission Statement: To organize an annual golf outing to provide the Siouxland Chapter of the CFMA that promotes fellowship and fun, while raising funds for the chapter's scholarship program.

Activities/Tasks:

· Set Date: The date for the annual Golf Outing is usually scheduled for the third Wednesday in June and has traditionally been structured as a “Shot Gun” Scramble.

· Develop Budget with intent to generate support for students focusing on construction or construction related degrees. Monies may be directed to permanent scholarship endowment or other programs that focus on industry workplace development.
· Review Possible Golf Course Options: Prairie Green Golf Course has proven to be a good location for most members, so the committee researches courses in that area to consider their pricing, availability and venues.

· Contract with Chosen Course/Venue & Finalize Budget. Should be determined and finalized by March of each year. Final Budget to be submitted to President, once completed. Cash Deposit is due upon signing contract.

· Approach Membership about Sponsorship Opportunities: Committee sells sponsorships to subsidize the event. Sponsor categories have typically been: Primary, Beverage Cart, Cocktail Hour, Closest to the Pin, Longest Drive, Speed Hole and Fairway.

· Register Golfers: Via snail mail, email and webpage. The event has typically generated at least 120 golfers.

· On Course Events: It has also proven profitable to contract for on course events such as golf ball launcher and scattered flag hold to raise additional cash. 
· Develop Foursomes and Organize Day-Of Activities: Pair up single golfers with teams and select holes for Games/Events. Also arrange prizes for various games.

· Confirm Volunteers: Sponsors have traditionally provided their own employees as volunteers. If we need additional people, the committee typically works within the membership to provide them.

· Work with Course to Confirm Event Details: Including lunch/dinner, registration, bag drop and on-course games/events.

· Run a Fantastic Event!
Meeting Cadence/Time Commitment: quarterly / 1-2 hours per month
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