Tallahassee Chapter of
The American Society for Training and Development

Proposed Final
Preamble and Chapter Operational Philosophy
The operational philosophy of the Tallahassee Chapter of ASTD will be based on the following principles:

1. Value Based Leadership Selection.  All appointed and/or elected officers will be recruited and selected on the basis of their stated personal commitment to both the chapter vision, mission, and values and those of its parent national organization, with an explicit emphasis on the highest degree of human performance excellence and improvement, integrity, honesty, trust, ethical responsibility and behavior.

2. Maximum Flexibility for Governing Documents. The governing Bylaws, procedures, and policies for the chapter will then be developed and implemented to allow for a maximum level of chapter flexibility, discretion, and day-to-day decision-making of the Board of Directors in service to its members and the Tallahassee workforce learning and performance community at-large. This means all governing documents will cover only the essential or fundamental elements necessary to function as a highly successful chapter entity. 
3. Board Trust. Chapter conditions or situations that develop external to the requirements of the Bylaws and governing documents will be fully entrusted to the Board of Directors to be resolved by their sound judgment, based on their performance excellence values and commitment to the long-term vision and viability of the chapter. Documents, clauses and policies will not decide issues – our officers will. This should cover at least 95% or more of the issues faced by our Board of Directors.  
4. Management by Exception.  For the 5% or less cases where additional, unplanned activities occur, the Board will be empowered to manage at their discretion.  
Article I. Name and Purpose
Section A:  Chapter Name 
The name of this organization is the Tallahassee Chapter of the American Society for Training and Development. The registered office of the chapter shall be located in the State of Florida.

Section B:  Affiliation with the National Society 
The chapter is an affiliate of the American Society for Training and Development, a non-profit educational society under Section 501 (c) (3) of the Internal Revenue Code of 1986. The Society and its chapters are not organized for profit, and no part of their net earnings shall benefit any member or private individual, except for payment or reasonable compensation for services rendered.

Section C:  Governance and Management of Chapter

The chapter shall be governed and managed by a Board of Directors elected by the membership. The Board of Directors shall set policies within the limits prescribed by these bylaws.

Section D:  Purpose (Vision, Mission, Beliefs and Values)

The Chapter is organized exclusively for charitable and educational purposes within the meaning of Section 501 (c)(3) of the Internal Revenue code of 1986, as amended, and may make expenditures for one or more of these purposes. Without limiting or expanding the foregoing, the chapter’s specific purpose shall be as described in the following vision, mission, values and commitments:

Vision 
Our vision is to be the premier organization for the facilitation of performance excellence within the training and development community.

Mission

Our mission is to promote excellence in human performance improvement by providing professional development and networking opportunities for individuals and organizations.

Values

A vision and mission are only as good as the values that undergird it. The values to which we ascribe are as follows:

1. Excellence, as stated and implied in our vision and mission. 

2. Honesty, to self and others in all one says and does.

3. Integrity, which is keeping one’s word in all personal and organizational activities.

4. Courage, in which we stand for what seems right and possess a willingness to admit fault or wrong when applicable.

5. Leadership, as viewed through a servant leadership attitude and behavior.

6. Commitment, which includes a strong work ethic as evidenced by putting in the necessary time to achieve our goals and objectives. 

7. Continuous Improvement, as demonstrated through a desire and follow-through actions to improve oneself professionally and personally.  

Commitments. 

As an organization established to serve its diverse membership in its individual and corporate efforts to measurably improve value to groups, organizations and society, we make these following commitments of intention and action to:
· Identify and respond to the requirements of our members and our community.

· Equip professionals to make a measurable difference in their professional efforts.

· Foster productive professional relationships.

· Motivate professionals to seek performance excellence as they endeavor to help others achieve performance excellence.

· Foster professional respect regarding the broadly-defined professions of training and development.

· Practice what we teach, including the application of the following tools, processes and activities, in order to help members achieve positive measurable results: systematic approach; needs assessment/analysis; collaborative teamwork; corrective feedback and levels 1-4 evaluation; continuous improvement through learning; and recognition of excellence.

While measurable outcomes may include membership numbers and involvement, we seek first and foremost to offer a thriving and supportive community of practice that attracts, rather than promotes, the active participation of our members.
Section E.  Equal Opportunity 

The chapter offers equal opportunity to all eligible members, regardless of race, color, creed, religion, national origin, age, gender, sexual orientation, marital status, political affiliation, veteran status, and physical or mental impairment.

Section F.  Political Activities
The chapter shall not devote more than an insubstantial part of its activities to attempting to influence legislation by propaganda or otherwise, and shall not advocate or campaign for legislation or a defeat of proposed legislation. The chapter shall not directly or indirectly participate in., including the publishing or distribution of statements, any political campaign on behalf of or in opposition to any candidate for public office.

Article II.  Membership
Section A.  Eligibility 

A chapter member in good standing is one who meets the requirements for membership, and whose dues are paid for the membership year. Membership in the chapter is open to those who: 
1. Have interests or responsibilities in training, human resource development, and workplace learning and performance,

2. Are interested in advancing the objectives of the Chapter and the Society, and 

3. Subscribe to and are qualified under these bylaws. 
Section B.  Dues 

Dues, fees, and terms of chapter membership will be set by the Board of Directors. Chapter membership is not transferable. Membership dues run from January 1-December 31 of each year, and the membership fee is prorated the first year of membership depending on when the individual joined the organization that year.
Section C.  Suspension or Termination of Membership

Self-selected /self- motivated members are expected to reflect the personal and professional values and qualities of ASTD as reflected in these bylaws.  However, on rare occasions, there may be a member who does not reflect these values and qualities. In the unlikely event this should occur, the board may determine that removal of a member is needed and is hereby delegated that responsibility in the best interests of protecting the overall, long term health of the chapter. 
A formalized process is provided as a guiding framework to the board should this be the unfortunately direction that must be taken.
1. The Board of Directors may, by a two-thirds vote of those present, suspend or terminate the membership of any individual for non-payment of dues or monies owed the chapter, or for actions or behavior in violation of these bylaws or deemed detrimental to the best interests of the chapter.

2. Unless an emergency situation exists requiring immediate board action for the protection of the well-being of individuals or the chapter, suspension or termination of membership will be considered at a regularly scheduled meeting of the Board of Directors. Written notice of, and rationale for, proposed suspension or termination shall be mailed to board members and the member concerned at least twenty days prior to the meeting.

3. Any motion for suspension or termination must be made by an elected board member, based on personal knowledge, official chapter records, or a statement signed by no fewer than 5 chapter members in good standing.

4. Before action of suspension or termination, the member will have an opportunity to be heard by the Board of Directors.

Article III. Board of Directors

Section III-A.  Board Duties and Responsibilities

The management of the affairs of the chapter shall be vested in the Board of Directors. It shall be the duty of the Board to carry out the objectives and purposes of the chapter, and to this end it may exercise all powers of the chapter. The duties of the Board shall include: establishing policy for the operation of the chapter, approving the strategic plan, the annual plan, and the budget; approving categories of membership; authorizing new committees of the chapter; and performing other functions as appropriate for the Board of Directors.
Section III-B.  Board Membership
The Board of Directors will consist of not less than eight and not more than 11 individuals elected from among chapter members in good standing as specified in Article II of these bylaws. The Board of Directors shall continue in office until successors are duly installed.

Section B.1. Recruitment and Selection 
Board membership requires a demonstrated investment over some reasonable period of time in terms of the Chapter’s vision, mission, values and commitments.  For succession purposes, the ascendency to and assumption of the role of President requires, at a minimum, a 4-year commitment to board service. 

Section B.2. Board Member Positions 
Members of the Board of Directors shall be President, President-Elect, Past President, Vice President of Professional Development, Vice President of Finance, Vice President of Communications, Vice President of Technology, Vice President of Membership, and up to five voting Directors-At-Large. The position descriptions of these offices are briefly provided below and enumerated in greater detail in Attachment A of these bylaws.  
The specific board member positions will be:  

1. President. As the Chief Executive Officer of the chapter, the President is responsible for managing the chapter in accordance with these Bylaws and the laws of the State of Florida. The President works with board members to set the annual strategic agenda, ensures the successful execution of that agenda throughout the year, presides at and sets the agenda for meetings of the Board of Directors as well as membership meetings, except as noted in Article VII of these bylaws; and generally oversees the management of the chapter.  
2. President-Elect. This individual serves as a back-up to the President in a direct, succession planning role, with the intention of spending at least one full year becoming familiar with the leadership role of the President and supplementing/complementing those duties when required or asked to do so by the current President.  This is a chapter-wide leadership development role. The President- Elect serves as the chair of the Nominating Committee for board member elections, oversees succession planning efforts, and will oversee the chapter’s annual community-wide event(s). Otherwise, no major duties will be assigned, except on an exception basis.  

3. Vice President of Professional Development. This individual serves as the head of planning, preparing for and implementing all regular Chapter programs throughout the year, and the following year will automatically evolve to the President-Elect, as part of our Chapter succession planning.
4. Vice President of Finance. This individual shall oversee and regularly report to the Board the Chapter’s financial status and at other times when called upon by the president. This person will also oversee fund-raising strategy and efforts on behalf of the chapter.

5. Vice President of Membership. This individual oversees all membership recruiting and retention efforts and maintains a regularly-updated membership roster.

6. Vice President of Communications. This individual is responsible for the development and dissemination all regular membership-related communications, taking and distributing minutes of all meetings, and overseeing the maintenance of the Chapter’s historic record.
7.  Vice President of Technology. This individual ensures that the chapter’s presence and action is supported through the various types and uses of technology.  
8. Up to Five Directors at Large. The board may comprise a total of five additional Directors at Large, who serve in a variety of capacities as are deemed necessary by the President and/or through recommendation by other board members. Because the organization’s needs and the needs of its members may shift from year to year, these three, four or five members are available to serve in whatever capacities may be deemed suitable at the time of their service.
9. Past President. The past president serves as advisor to the President and President-Elect as well as provides a sense of Chapter continuity and experience.

Section III-C.  Qualifications
All potential board members will be selected from our current active membership roster, with an emphasis on those whose behavior is most explicitly in direct alignment with our stated vision, mission, values and commitments.  In addition, each nominated potential Board member will be required to provide for consideration a 1-page summary demonstrating their professional commitment to the Chapter’s vision, mission, values and commitments.    

Section III-D.  Terms

Board members shall be elected to serve terms of one year for each position. Board members may stand for re-election to the same board position and, if elected for a second term, may serve no more than two consecutive elected terms.

Section III-E. Conduct of Chapter Business

1. A majority of members of the Board of Directors shall constitute a quorum at any meeting of the Board. Should a quorum not be present, those members present may adjourn from time to time until a quorum is present.

2. The act of the majority of Board members present at a meeting where a quorum is present shall be the act of the Board unless a greater proportion is required by law or by these bylaws.

3. Board members may not cast proxy votes for absent Board members.

Section III-F.  Meetings

The Board of Directors will meet at least quarterly. The date, time and meeting place of Board meetings will be announced to Board members and to the membership at least 30 days in advance. An agenda will be provided no later than seven days prior to the meeting.

Section III-G.  Vacancies

The selection of Board members will be made with a primary emphasis on their commitment to the chapter, its vision, mission, values, and operational and strategic board initiatives.  

1. When a vacancy occurs for a board position prior to the end of the term, the President may, with the approval of the majority of the Board of Directors, appoint a replacement from among chapter members in good standing to serve the balance of the term.

2. Should the office of President be vacated, the President-Elect will assume the position and its responsibilities. If both the offices of President and President-Elect become vacant simultaneously, the Vice President of Programs will assume the position. Should all three of these positions become simultaneously vacant, the Vice President of Finance will convene the Board of Directors to select a member of that body to assume the duties and responsibilities of the President until a special election by the membership can be held. Approval of an interim President will require a majority vote of the Board of Directors.

Section III-H.  Removal

Board members are expected to reflect the personal and professional values and qualities of ASTD as stated in these bylaws.  However, on rare occasions, there may be a board member who does not reflect these values and qualities. In these exceedingly rare cases, suspension or termination will be considered. A formalized process is provided as a guiding framework to the board should this be the unfortunately direction that must be taken.
III-H1. Initiation of Removal Proceedings. Board member suspension or termination will be considered when there is evidence of violation of the values, beliefs, performance excellence expectations, and overall expected Chapter leadership behavior. For such an action to be considered, written evidence will be provided by no fewer than 10 chapter members in good standing or by 25% of existing the Board of Directors (minimum of 2 individuals) and will be based on personal knowledge and/or official chapter records. Such written notice of, and rationale for, proposed suspension or termination shall be mailed to Board members and the individual concerned at least twenty days prior to the board’s meeting to decide the issue.
III-H2. Opportunity To Be Heard. Any member being considered for suspension or removal by the Board will be provided a fair and respectful hearing process, to include an opportunity to fully present their facts, position, and evidence before a final decision is rendered. This hearing opportunity will involve either a 1-1 discussion with a designated board member and/or a discussion with the full board, if requested, and will be held at least 3 days prior to the final board decision meeting

III-H3.  Meeting Notice. Unless an emergency situation exists requiring immediate board action for the protection of the well-being of individuals or the chapter, suspension or termination of board members will be assessed at a regular OR special meeting of the Board of Directors, with a minimum written notice of 3 calendar days prior to the meeting. The board is delegated the leadership role to act on that request within one week of notification, as the situation requires.
III-H4. Motion for Action. A two-thirds or greater majority vote of the full Board is required for member suspension or removal.

III-H5.  Openness, Transparency, and Confidentiality. Within the guidelines of current media usage (E-mail, mobile phone, etc.), until a final decision is rendered by the Board of Directors, all discussions about possible terminations will be considered confidential and not available to the chapter membership or the public as a whole. Once a decision is reached, the results only of that decision will be announced by normal communication business practices of openness and transparency that respects and protects the rights and all individuals and organizations involved.
Article IV. Election of Board Members

Section IV-A. Nominating Committee

The President-Elect will form a Nominating Committee with the approval of the Board of Directors. The Nominating Committee will have no fewer than five members and will include the President-Elect, the Past President, and three chapter members in good standing not currently serving in an elected position.

Section IV-B. Board Input

The Nominating Committee will seek the input of the Board of Directors and convene in a timely manner in order to present a slate of qualified candidates to the membership at least 30 calendar days prior to the end of the current Board terms.

Section IV-C. Election Process
Board members will be elected by a majority of chapter members in good standing, present and voting.

Article V. Financial Review

Section V-A. Annual Financial Review

A financial review will be conducted annually and more frequently if circumstances dictate, by the Financial Review Committee, with findings reported to the Board of Directors.

Section V-B. Financial Audit
A financial audit conducted by an independent reviewer shall occur every two years, and may be undertaken more frequently if circumstances dictate. The level of review shall be determined by best practices and current circumstances, including income level of the Chapter.

Section V-C. Publication of Financial Review/Audit Results

Results of the financial reviews and audits will be published and made available to the chapter membership as soon as is practicable, but no later than 90 days into the following fiscal year.

Section V-D. Financial Review Committee

The Financial Review Committee shall consist of the President-Elect, the Past President, and no fewer than three chapter members in good standing who have not served as a Board member for at least two years. Vice President of Finance shall not be eligible to serve on the Financial Review Committee, but will provide the committee or an independent auditor, any and all records necessary to complete a review of chapter finances.
Article VI.  Committees

In addition to committees specified in these bylaws, committees may be established or disbanded by the Board of Directors. Committees are subject to the oversight and direction of the Board or those authorized by that body.
Article VII.  Special Meetings of the Chapter
Section VII-A. Annual “State-of-the Chapter” Meeting

Once annually, in January, the Chapter will hold its annual meeting and program to (at least):

1. Present to members the Chapter’s accomplishments on members’ behalf.

2. Acknowledge the service of board members and other significant member contributions from the prior year.

3. Introduce new board members for the incoming year and present the board’s intentions for that year.

Section VII-B. Other Special Meetings

Any other special chapter-wide meetings should be a rare event, being called by the board for guidance regarding high visibility, broad, strategic issues only. 
Section VII-C. Special Meeting Procedures
The President shall preside at a Special Meeting of the Chapter, unless the President has a conflict of interest regarding the reason such a meeting has been called. In that case, the body calling the Special Meeting (the Board or chapter members) shall select an individual to preside at the meeting by majority vote. A majority vote of chapter members present will be sufficient to carry a motion, provided that such a motion complies with these Bylaws. The minutes of a special meeting will be published or made available to all chapter members.

Article VIII.  Indemnification

The Board of Directors may seek and maintain such indemnification to the fullest extent available under the laws of the State of Florida to protect the chapter, chapter members, board members, officers, employees, and agents
Article IX.  Amendment and Modification of Bylaws
All changes to Chapter bylaws shall be proposed on an as-needed basis, with an operating premise that such changes will and should occur annually only. These bylaws are considered to be a guide for how the chapter will be operated, with the intent of allowing maximum creativity and flexibility in managing our affairs on a day-to-day basis.
Section IX-A. Initiation of Bylaw Amendment

Amendments to these bylaws may only be initiated by the Board of Directors or by a petition signed by at least 25% of chapter members in good standing.

Section IX-B. Notice of Amendment

Notice of any potential change must be published and distributed to the membership at least 30 calendar days prior to voting on such measures. 

Section IX-C. Amendment Approval Process

Amendments must be approved by a majority of chapter members in good standing voting by mail ballot or at a duly called special meeting. If, after attempts have failed to gain a majority of chapter member votes in either format, the votes of members at the next regularly scheduled meeting will be considered sufficient.
Section IX-D. Notification Process for Amendment Approval

Notice of approved changes to these Bylaws shall be published or distributed to all chapter members no later than 60 days following adoption.

Article X.  Dissolution of Chapter and Liquidation of Assets

The chapter may be dissolved by a vote of two-thirds of chapter members in good standing. Upon dissolution of the chapter, and after all of its liabilities and obligations have been paid, satisfied and discharged, or adequate provisions made therefore, all of the chapter’s remaining assets shall be distributed to one or more organizations that are organized and operated exclusively for charitable purposes within the meaning of sections 501(c)(3) and 170 (c)(2)(B) of the Internal Revenue code of 1986, as amended. 
ATTACHMENT A
BOARD OF DIRECTOR

POSITION DESCRIPTIONS

Board Position Descriptions include:

· President

· President-Elect

· Vice President Professional Development
· Vice President Finance

· Vice President Technology

· Vice President Communication

· Vice President Membership

· Directors at Large (Up to 4)

· Past President 
PRESIDENT
Board of Directors – ASTD/Tallahassee Chapter

Term: One Year

As the Chief Executive Officer of the chapter, the President is responsible for managing the chapter in accordance with these Bylaws and the laws of the State of Florida. The President works with board members to set the annual strategic agenda, ensures the successful execution of that agenda throughout the year, presides at and sets the agenda for meetings of the Board of Directors as well as membership meetings, except as noted in Article VII of these bylaws; and generally oversees the management of the chapter.  

Purpose: 
To provide the vision, structure, guidance, team spirit and communication systems for Board members to carry out specific tasks and responsibilities.

Term: 

January 1 through December 31.

Responsibilities:

1. Ensures progress in meeting CORE requirements established by ASTD National and works with immediate past president to complete CORE report in the required timeframe.

2. Ensures all Board members have received training for their respective positions.

3. Annually determines Chapter’s strategic direction in collaboration with board members.

4. Builds, motivates and leads team of member volunteers, delegating tasks and monitoring follow- up and final completion.

5. Leads board meetings and efforts, to include (at least) review the progress of goals, strategies and projects, identify where assistance and direction are required for committees, task force and work groups, and provide and/or delegate that assistance and direction.
6. Leads Chapter meetings and participates in Chapter events.

7. Oversees the sound financial status of the Chapter, approve Chapter budget and monitor              budget reports.

8. Maintains memberships of ASTD National and ASTD Tallahassee Chapter.

9. Represents Chapter professionally and ethically in all business functions/organizational             activities.

10. Assumes other relevant duties as they may arise.

PRESIDENT ELECT 

Board of Directors – ASTD/Tallahassee Chapter

Term: One Year

The President-Elect serves as a back-up to the President in a direct, succession planning role, with the intention of spending at least one full year becoming familiar with the leadership role of the President and supplementing/complementing those duties when required or asked to do so by the current President.  This is a chapter-wide leadership development role. The President- Elect serves as the chair of the Nominating Committee for board member elections, oversees succession planning efforts, and will oversee the chapter’s annual community-wide event(s). Otherwise, no major duties will be assigned, except on an exception basis.

Purpose: 
To assist the President in performance of Chapter management duties, automatically succeeding to President. Oversee Chapter program functions, including overall meeting management when President is not available. 
Term: 

January 1 through December 31.

Responsibilities:

1. Succeeds to President upon expiration of President’s term or upon resignation, and assumes duties of President when President is absent from Board meetings or Chapter meetings/functions.

2. Helps President ensure program management meets CORE requirements established by ASTD National.

3. Assists the President with Chapter organization and management, goals, strategies and projects.

4. Oversees Chapter succession planning efforts, including but not limited to recruiting and training incoming President-Elect in collaboration with President.

5. Oversees Community Outreach event(s).

6. Attends and participates in Board meetings. 
7. Participates in Chapter events, helping President provide assistance and direction to committees, task force and work groups, as needed.

8. Maintain memberships of ASTD National and ASTD Tallahassee Chapter.

9. Represents Chapter professionally and ethically in all business functions/organizational activities.

10. Assumes other relevant duties as they may arise.

VICE PRESIDENT OF PROFESSIONAL DEVELOPMENT
Board of Directors – ASTD/Tallahassee Chapter

Term: One Year

The Vice President of Professional Development serves as the head of planning, preparing for and implementing all regular Chapter programs throughout the year, and the following year will automatically evolve to the President-Elect, as part of our Chapter succession planning.

Purpose: 
To meet member needs through the planning and execution of monthly program events, as well as additional programs and networking events as identified.

Term: 

January 1 through December 31.

Responsibilities:

1. Conducts all activities related to the planning and execution of regular professional development activities, including but not limited to:

	· Recruiting speakers through completed RFPs
	· Communicating program advertisement info to VP Communications
	· Obtaining speaker acknowledgement gift

	· Securing program location(s)
	· Advising speakers
	· Obtaining business card giveaways

	· Planning and organizing programs
	· Arranging for speaker-related equipment
	· Obtaining program evaluations

	· Obtaining a caterer and determining menus
	· Ensuring nametags generated for all attendees
	· Ensuring all direct program portion of meeting


2. Ensures program management meets CORE requirements established by ASTD National.

3. Evaluates data and input from member program surveys, annual needs assessment survey, task forces/work groups related to program topics and speakers and provides summary information to Board.
4. Attends and participates in Board meetings and Chapter meetings. 
5. Participates in Chapter events, provide assistance and direction to committees, task forces and work groups related to programs, as needed.

6. Recruits and maintains Professional Development Committee.

7. Maintains memberships of ASTD National and ASTD Tallahassee Chapter.

8. Represents Chapter professionally and ethically in all business functions/organizational activities.

9. Trains incoming VP of Professional Development.

10. Assumes other relevant duties as they may arise.

VICE PRESIDENT OF FINANCE
Board of Directors – ASTD/Tallahassee Chapter

Term: One Year

The Vice President of Finance shall oversee and regularly report to the Board the Chapter’s financial status and at other times when called upon by the president. This person will also oversee fund-raising strategy and efforts on behalf of the chapter.

Purpose: 
To ensure the Chapter’s sound financial status, maintain and promote continuity of the Chapter’s financial records, and cultivate income-deriving and in-kind sponsorships.
Term: 

July 1 through June 30.

Responsibilities:

1. Ensures financial management meets CORE requirements established by ASTD National.

2. Prepares annual Chapter budget with input from Board members. Finalize and present budget to the Board.

3. Audits income/expenses on a monthly basis to ensure Chapter’s sound financial status and prepares/presents financial information for Board review.

4. Establishes and monitors control procedures for the collection and disbursement of funds.

5. Obtains signature approval and back-up records by responsible Board member for all expenditures.

6. Efficiently collects and disburses funds as authorized by established procedures, including depositing funds and paying Chapter bills, on a timely basis.

7. Establishes and maintains accurate records of income and disbursements, following good bookkeeping practices.

8. Works in concert with VP’s of Membership, Communication and Technology to maintain an accurate list of paid members. Maintain communication with ASTD National in this regard, as needed.

9. Receives payments and supervise the registration process for program meetings. Ensures registration procedures permit timely, accurate data collection for attendance and fees collected. Provides summary of cost and net profit for review with Board members.

10. Attends and participates in Board meetings. 
11. Attends and participates in Chapter events, including providing assistance and direction to committees, task force and work groups, as needed.

12. Maintains memberships of ASTD National and ASTD Tallahassee Chapter.

13. Recruits and maintains Finance Committee.

14. Represents Chapter professionally and ethically in all business functions/organizational activities.

15. Trains incoming VP of Finance.

16. Assumes other relevant duties as they may arise.

VICE PRESIDENT OF TECHNOLOGY
Board of Directors – ASTD/Tallahassee Chapter

Term: One Year

The Vice President of Technology ensures that the chapter’s presence and action is supported through the various types and uses of technology.

Purpose: 
To provide technology support for the Chapter, to ensure the accurate communication and retention of Chapter website business, and to help secure and maintain website sponsorships.

Term: 

July 1 through June 30.

Responsibilities:

1. Ensure website communications management meets CORE requirements established by ASTD National. 

2. Oversees and maintains all website-related efforts to effectively communicate to members, including but not limited to working in concert with Vice Presidents of Membership, Communication and Professional Development to support and post:

	· Membership directories
	· Board communication and duties

	· Programs and other notices
	· Chapter news, including (but not limited to) announcements, advertising, and promotional materials

	· Maintain an open line of communication
	


3. Supports Chapter goals of improving the website to serve as an effective communication tool, and a mechanism to service members efficiently and effectively in areas of membership renewal, program registration, membership directory, etc.

4. Prepares website submissions (text, pictures, and graphics) for layout and posting, obtains final approval and posts.

5. Identifies and integrates other technology-related tools that will increase Chapter presence, and improve marketing and communication efforts with members, vendors, and sponsors.

6. Works with VP Finance to secure technology-based sponsorships.

7. Maintains communication with ASTD National, as needed.

8. Attends and participates in Board meetings and Chapter meetings. 
9. Participates in Chapter events, providing assistance and direction to committees, task force and work groups, as needed.

10. Assists directors and committee chairs who may require technical support.

11. Recruits and maintains Technology Committee.

12. Maintains memberships of ASTD National and ASTD Tallahassee Chapter.

13. Represents Chapter professionally and ethically in all business functions/organizational activities.

14. Trains incoming VP of Technology.

15. Assumes other relevant duties as they may arise.

VICE PRESIDENT OF COMMUNICATION
Board of Directors – ASTD/Tallahassee Chapter

Term: One Year

The Vice President of Communication is responsible for the development and dissemination all regular membership-related communications, taking and distributing minutes of all meetings, and overseeing the maintenance of the Chapter’s historic record.

Purpose: 
To provide administrative and communication support for the Chapter, ensuring the accurate retention and communication of Chapter proceedings and records, and overseeing all Chapter marketing and communication efforts.

Term: 

July 1 through June 30.

Responsibilities:

1. Ensure communications management meets CORE requirements established by ASTD National.

2. Works with VP Finance to secure sponsorships for communication efforts.

3. Ensure that accurate minutes are taken and maintained as legal record of the Chapter’s business meetings.

4. Distribute minutes and project status reports on a timely basis following meetings.

5. Work in concert with VP’s of Membership and Technology to post membership directories, programs and notices; maintain an open line of communication and coordination of duties. Maintain communication with ASTD National, as needed.

6. Receive registrations for program meetings and assist with on-site registration process to ensure accurate data collection for attendance and fees collected. Assist VP of Finance with summary information for Board review.

7. Collect newsworthy information (articles, calendar information, etc.) for posting to the website.

8. Attend and participate in Board meetings and Chapter meetings. Participate in Chapter events; provide assistance and direction to committees, task force and work groups, as needed.

9. Assist directors and committee chairs who may require administrative support, as available.

10. Recruits and maintains Communication Committee.

11. Maintain memberships of ASTD National and ASTD Tallahassee Chapter.

12. Represent Chapter professionally and ethically in all business functions/organizational activities.

13. Trains incoming Vice President of Communications/Secretary
14. Assumes other relevant duties as they may arise.

VICE PRESIDENT OF MEMBERSHIP
Board of Directors – ASTD/Tallahassee Chapter

Term: One Year

The Vice President of Membership oversees all membership recruiting and retention efforts and maintains a regularly-updated membership roster.
Purpose: 
To manage all functions related to obtaining and maintaining membership
Term: 

July 1 through June 30.

Responsibilities:
1. Ensures membership management meets CORE requirements established by ASTD National.

2. Regularly works with national ASTD ChAMP program to ensure membership list updated.

3. Works in concert with Vice Presidents of Finance, Communication and Technology to track and post membership information and directories, maintaining an open line of communication and coordination of duties. 

4. Tracks new, renewed and expired memberships, as well as collects, analyzes and reports demographic data gathered from membership applications and/or surveys.

5. Develops, modifies, maintains and distributes new and prospective membership packages of information, in concert with other relevant Vice Presidents.

6. Responds to requests for membership information and member benefits. 

7. Conducts follow-up communications with prospective members, and provides a summary report for Board member review, at least quarterly.

8. Ensures members and guests are welcomed by a Chapter greeter at program meetings and displays membership information at all programmatic events.

9. Maintains timely communication with ASTD National regarding new members.

10. Uses various recruiting strategies to support Chapter goals of increasing membership. 

11. Increases awareness and promotes student participation in Chapter meetings.

12. Surveys expired memberships semi-annually to determine reasons and reports findings to the Board.

13. Attends and participates in Board meetings, Chapter meetings, and other Chapter events, providing assistance and direction to committees, task force and work groups, as needed.

14. Recruits and maintains Membership Committee.

15. Maintains memberships of ASTD National and ASTD Tallahassee Chapter.

16. Represents Chapter professionally and ethically in all business functions/organizational activities.

17. Trains incoming Vice President of Membership.

18. Assumes other relevant duties as they may arise.

DIRECTORS AT LARGE (Up to 4 Positions)
Board of Directors – ASTD/Tallahassee Chapter

Term: One Year

The board may comprise a total of five additional Directors at Large, who serve in a variety of capacities as are deemed necessary by the President and/or through recommendation by other board members. Because the organization’s needs and the needs of its members may shift from year to year, these three, four or five members are available to serve in whatever capacities may be deemed suitable at the time of their service.

Purpose:
To provide assistance to Board members on special responsibilities, projects, & tasks.
Term: 

Director at Large 1: July 1 through June 30



Directors at Large 2 and 3: January 1 through December 30



Director at Large 4: July 1 through June 30



Director at Large 5: January 1 through December 30

Responsibilities: 
1. Assists ASTD Tallahassee Board members and provide support to committees, task force and work groups as required.

2. Ensures work is in line with meeting CORE requirements established by ASTD National.

3. Provides Board members with updates of progress made on projects and goals.

4. Attends and participates in Board meetings, Chapter meetings and other Chapter events.

5. Maintains memberships in ASTD National and ASTD Tallahassee Chapter.

6. Represents Chapter professionally and ethically in all business functions and organizational activities.
7. Assumes other relevant duties as they may arise.

PAST PRESIDENT
Board of Directors – ASTD/Tallahassee Chapter

Term: One Year

The Past President, who served as President the prior year, serves as advisor to the President and President-Elect, has final responsibility for assembling and submitting the CORE report, and provides a sense of Chapter continuity and experience.

Purpose:
To provide assistance to the President and President-Elect and a sense of chapter continuity.
Term: 

January 1 through December 30
Responsibilities:

1. Advises ASTD leadership on various issues and topics and provides support to committees, task force and work groups as needed.  

2. Ensures the successful completion of the annual CORE report, submitted each January 31 of the year following their term(s) as President.

3. Supports the President and President-Elect in accomplishing goals in line with meeting CORE requirements established by ASTD National.

4. Serves as President in the absence of both the President and President-Elect. 

5. Attends and participates in Board meetings, Chapter meetings, and other Chapter events. 

6. Maintains memberships in ASTD National and ASTD Tallahassee Chapter. 

7. Represents the Chapter professionally and ethically in all business functions and organizational activities.
8. Assumes other relevant duties as they may arise.
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