

CFMA Siouxland Chapter

Board Roles and Responsibilities


SELECTION:

The Board of Directors shall consist of eight members, with four holding general memberships and four holding associate memberships. Board members and officer positions are recommended by the Board of Directors and voted on by membership on an annual basis prior to the start of the new fiscal year in April (or more frequently if necessary). 

It is strongly recommended that members have some past involvement at the Committee level prior to joining the Board of Directors. Anyone who actively holds a CFMA membership at the local level is strongly encouraged to get involved at the Committee level and/or Board level. 
It is strongly encouraged that Board members participate in 75% of meetings and other activities, at minimum. 
TERMS OF SERVICE:
· Board Member Member—3 years 

· Officer Positions—2 years
MEETING CADENCE:

· Face-to-Face Board Meetings— Two times per year, half-day each (typically in February and August)
· Monthly Board Conference Call— 10 times per year, typically one hour each dependent upon agenda.
· E-mails— Respond to e-mails as deemed necessary, not more than 1-2 hours per month.
ROLES & RESPONSIBILITIES:

President: 
The Chapter President keeps the chapter focused on setting and meeting local and national goals; encourages teamwork, ensuring that all members feel involved in chapter goal setting; oversees officers and committees and encourages future leaders, and reports to the CFMA National President and staff when necessary.

· Serves as the leader and spokesperson of designated chapter and at chapter events. 

· Maintains effective working relationships with Chapter, Executive Boards, other Chapter Presidents and with CFMA National. 
· Primary liaison with CFMA National ensuring visibility, responsiveness and communication with CFMA staff, as requested.

· Works to involve chapter in activities and programs that will further enhance overall CFMA goals and objectives.
· Ensures all chapter events adhere to the needs of its members and supporting companies by providing quality, value and relevance in programming.
· Serves as an advocate for ensuring chapter consistently adheres to the CFMA mission statement, vision elements and strategic plan.

· Presides at all chapter board meetings, as necessary. 
· Presides on all CFMA National conference calls, as requested.

· Regularly monitors process of chapter goals and objectives as outlined in Chapter Strategic Plan.

· Appoints committee chairs and task forces, as necessary. Serves as an ex officio member of all committees. 

· Collaborates with chapter Secretary (and others) in preparing agenda for board meetings and phone calls. 

· Ensures that all chapter protocols (i.e. communications, operations, marketing etc.) are followed so that the chapter is professionally and credibly represented to membership, to national, to regional leaders of industry organizations and to the industry as a whole.
· Spearheads, delegates, reviews, and ensures timely submission of all necessary documents to CFMA National. 

· Serves as liaison and communicates with other local chapters, industry associations, and member organizations or senior leadership on behalf of the chapter. 
· Participates in chapter spending decisions.

· Leads executive board meeting and/or conference calls. 

· Stimulate action by chairs and chapter committee leaders; promote committee membership. 

· Keep current with new information and policies and communicate changes to chapter members. 

· Recognize achievement of members (through help of Membership Recognition Committee). 

· Work with national staff to communicate needs and share ideas that will benefit other chapters.

· Designate a vice president or other officer to perform duties of the president in her absence.

· Attend National Chapter Leadership Conference.

· Other duties, as specifically outlined by designated chapter
Additional Time Commitment: 2-4 hrs/month
Vice President: 
· Assumes and accepts the responsibilities as designated by the chapter president in his/her absence.
· Participates in chapter spending decisions.
· Participates in Executive Board meeting and/or conference calls, as necessary.
· Assists and/or oversees governance with the strategic planning process.
· Provides continuity for the succession planning process and formulates plans for his/her term by organizing the succession planning committee.
· Develops action plan to further identify and add clarity to all roles and responsibilities prior to annual transition. Ensure appropriate follow up and effective transitioning of all chapter duties.
· Organizes the financial review process by identifying three volunteers to independently audit previous year’s finances. 
Other duties, as specifically outlined by designated chapter.

Additional Time Commitment: 1-2 hrs/month
Secretary: 

· Works in collaboration with the chapter president to prepare and distribute agenda in a timely manner for all board meetings. 
· Maintains, files, and distributes minutes of all board meetings. If the secretary cannot be present at any meeting, he/she ensures proxy is able to keep minutes.
· Works in collaboration with the chapter president to process all/any ad-hoc communications to chapter members or to board members as directed by chapter president.

Additional Time Commitment: 1-2 hrs/month
Treasurer: 

· As it relates to financial administration, keep up-to-date records as well as an audit trail for all transactions, protect the chapter against fraud and theft, ensuring safe custody of money, and prompt banking, and make sure the board understands its financial obligations. 

· Work with board to develop strategy and set goals, including prepare the chapter’s annual budget with input and final approval from Board.
· Advise the board on financial strategy, including providing financial reports quarterly (at minimum) with commentary as to any unusual items.

· Advise on fundraising goals or opportunities.

Additional Time Commitment: 1-2 hrs/month
Other Board Members: 

· Advocate on behalf of the Chapter to promote events, obtain new membership, etc.

· Participates on and/or leads a committee.
· Contributes to strategic planning of the Chapter.
· Assist with special chapter events (e.g. volunteering, scholarship, education, etc.)
Additional Time Commitment: <1 hr/month
Chapter admin is available for assistance and works in conjunction with the board to provide support for the chapter
PAGE  
Last Revised 11/26/2018
Page 6

[image: image1.png]H° CONSTRUCTION

Il FINANCIAL
M MANAGEMENT

CFMA ASSOCIATION




