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	President
	Treasurer

2 year term
	Secretary
	Meeting Chair & Elections

	· Provide leadership to the board regarding the focus and strategy of the Chapter

· Provide leadership to committees as required

· Reciprocal contact with ARMA International re: member list, financial  status, complaints, names of chapter board, etc.

· Acknowledge letters and other correspondence addressed to the chapter and route to the appropriate board member

· Provide newsletter content (President’s letter)

· Prepare and present speeches at venues and events

· Sign cheques

· Attend all meetings

· Be a spokesperson and advocate for the board 
	· Manage the financials

· Sign cheques

· Accounts Payable

· Accounts Receivable

· Complete taxes

· Design budget

· Deposit cheques

· Provide quarterly and annual financial reports to the board

· Submit financial information to independent accounting firm or auditor for verification and preparation of annual financial statement

· File GST

· Manages mail

· Attend all meetings

· Be a spokesperson and advocate for the board
	· Take, prepare and obtain approval of meeting minutes and agendas

· Provide meeting materials

· Maintain a contact list of Board members

· Secure a venue for monthly Board Meetings

· Maintain all current and archival ARMA Toronto records (electronically thru Google Groups and in hard copy at an off site storage facility).  Records are to be kept in accordance to the retention and disposition schedule.
· Coordinate and manage all aspects of AGM (find venue, prepare announcements, obtain budget approval, catering, etc.) 

· Receives current Admin. E-mail

· Attend all meetings

· Be a spokesperson and advocate for the board


	· Acts as back up to the President

· Manages the elections process

· Creates / Updates an orientation package for new Board members (to include ”why join the board”)

· Creates job descriptions
· Facilitates HR processes

· Recruits Board members and Committees as needed

· Manages chapter constitution and by-laws

· Attend all meetings

· Be a spokesperson and advocate for the board


	Programs Director
	IMS Conference Project Manager
	Member Support Director
	Public Relations Director

	· Deliver minimum 5 programs per year

· Sourcing and securing speakers in collaboration with the IMS Conference Manager
· Compiles speaker materials (includes welcome package and post speaker materials)

· Sourcing and securing venue 

· Sourcing and securing sponsorship in collaboration with PR Director

· Determine theme of event

· Ensures feedback forms are collected on all programs

· Analyses the results of the feedback and presents to the board at every meeting or sooner

· Coordinating catering

· Coordinates advertising for events in collaboration with Communication s Director and Newsletter Editor
· Coordinates registration for events
· Secure contracts 

· Manage technical set up

· Attend all meetings

· Be a spokesperson and advocate for the board
	· Project Manages all aspects of Information Management Symposium

· Sourcing and securing speakers in collaboration with the Programs Director
· Compiles speaker materials (includes welcome package and post speaker materials)

· Sourcing and securing venue 

· Coordinating catering

· Sourcing and securing sponsorship in collaboration with PR Director
· Determine theme of event

· Ensures feedback forms are collected on all programs

· Analyses the results of the feedback and presents to the board

· Manages advertising for event

· Coordinates registration for events

· Attend all meetings

· Be a spokesperson and advocate for the board
	· Addresses questions from the membership
· Tracks enquiries

· Creates and distributes a welcome package to new members

· Manages Member List on a micro scale (ie. renewal notice, e-mail blasts, potential new members for chapter)

· Manages grants and bursaries

· Coordinates Networking Socials (including sourcing and securing venues, rsvp’s, catering, communicating to membership, etc.)

· Attend all meetings

· Be a spokesperson and advocate for the board

	· Liaison with educational and new business speaking engagements

· Designs and distributes PSA’s

· Attend all meetings

· Be a spokesperson and advocate for the board

	
	
	
	

	Communications
	Newsletter
	Member-At-Large
	Marketing Director

	· Manages website

· Manages relationship with Web Master

· Manages communications standards

· Manages website e-mail questions (either answer directly or forward to appropriate person)

· Maintains information on website

· Coordinates website postings (internal)

· Coordinates website postings (external ie. job advertisings)

· Attend all meetings

· Be a spokesperson and advocate for the board


	· Delivers a minimum of 6 newsletters

· Project manages the production of the newsletter

· Designs the layout

· Provides some content including: member profile, photos, synopsis of past program, current education being offered, etc.

· Attend all meetings

· Be a spokesperson and advocate for the board


	· Sources and secures volunteers as needed
· Trains volunteers as needed

· Acts as a back to all areas of the Board as needed.

· Point of contact for volunteers

· Attend all meetings

· Be a spokesperson and advocate for the board


	· Sources and secures sponsorship from vendors

· Manages advertising  for Newsletter

· Manages Marketing Materials (includes advertising agreements, pricelist, obtaining artwork and logos form advertisers, manages vendor list, manages pricelist)
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