Cleveland CPCU Chapter Position Description
Chapter President
The chapter president keeps the chapter focused on setting and meeting local and national goals.   The president oversees officers and committees and encourages future leaders.   The president reposts to the regional governor and national office as required. 
Responsibilities
· Direct chapter board and general meetings.

· Monitor progress of chapter goals and objectives.

· Work with regional governor and national headquarters to communicate members’ needs.

· Serve as a liaison between the national organization and the local chapter.

· Network with other chapter presidents.
· Represent the chapter at the national meeting.

· Candidate Recruitment and Development Task Force Chair - develop or maintain programs that will increase the total members/candidates committed to increased insurance professionalism and obtaining the CPCU designation.  Maintain a current active candidate and prospect list, and coordinate with others to be sure mailing lists are updated annually.  Understand and stay current of CPCU and IIA programs to attract new candidates and encourage existing candidates to continue.  Maintain accurate records of candidate recruitment and development activity during the year.  Promote the Society’s candidate membership.
· New Designee Task Force Chair – develop or maintain programs to activate the chapter’s new designees to become members of the CPCU Society.  Maintain the chapter roster of new designees.  Promote benefits of Society membershipsuch as continuing education, professionalism, and networking.  Assist chapter board in recognition activities such as local conferment or welcome reception.  Distribute information and serve as acontact point for questions from new designees.  Encourage new designees to attend meetings and become active members of the chapter.  Serve as a liaison between the chapter and the national new designee task force.
Qualifications
· knowledge of the CPCU Society

· working knowledge of the chapter bylaws

· past experience as a chapter officer and committee chair

· public speaking and ability to communicate

· ability to delegate

· ability to motivate individual members, officers, and committee chairs
· regular chapter meeting attendance
Term

· usually one year but can be re-elected for a second term
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Chapter 1st Vice President
Assist the chapter president with duties as assigned.   The 1st vice president initiates annual updating of the chapter’s long-range plans, including establishing objectives for his or her term as president.   This officer also serves as a liaison to selected committees and is the Education Task Force Chair (ensure a variety of professional education programs. Programs should help members succeed by focusing on technical, leadership, and career management.  This includes chapter meetings, seminars, and CPCU and IIA classes.)
Responsibilities

· Arrange for a local conferment with national to recognize new designees.

· Direct the committees and board in Circle of Excellence submissions.

· Serve as substitute for the chapter president as needed.
· Chair the nominating committee
· Education task force chair – coordinate chapter meeting programming with other board members (verify speaker and work with chapter administrator to ensure CE is filed).
· Membership task force chair – develop and maintain programs to recruit/retain members (Maintain the chapter roster of members, emphasize the value of Society membership to chapter members, recruit all nonmember CPCUs, assist in maintaining active participation of all current chapter members, attend membership workshops or other Society training.)
· regular chapter meeting attendance
Qualifications

· knowledge of the CPCU Society

· working knowledge of chapter bylaws

· past experience as chapter secretary, treasurer, and or 2nd Vice President
· public speaking and ability to communicate

· ability to motivate committees
Term

· usually one year but can be re-elected for a second term
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Chapter 2nd Vice President
Assist the chapter president and 1st vice president with duties as assigned.   This officer also serves as a liaison to selected committee and is the public relations (visibility task force) chair.

Responsibilities

· Direct or act as a liaison to the I-Day committee.
· Attend the Leadership summit for chapter training.

· regular chapter meeting attendance
· the public relations chair shall develop programs to enhance and promote recognition of the CPCU Society, its members, and the designation.  Establish and direct the grass-roots campaign committee.  Publicize chapter meetings and programs, special events, new designees, and Community Good Works programs in local media and industry press.  
· direct the production of the chaptergram including the President’s Message. 
Term

· usually one year but can be re-elected for a second term
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Chapter Secretary

The chapter secretary attends all meetings of the chapter and executive committee.   A permanent record is kept of these meetings.   This is an entry-level officer position.

Responsibilities

· Attend all chapter meetings.

· Keep permanent meeting minutes.

· File important documents such as the chapter certificate of insurance.

· Act as liaison to the membership chair. 
· regular chapter meeting attendance
Qualifications

· knowledge of the CPCU Society

· working knowledge of the chapter bylaws

· ability to coordinate the voting of any bylaws changes as required
Term

· One year term but no current limit
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Chapter Treasurer

Serve as the chief financial officer for the chapter.   The treasurer oversees the annual budget, monitors budget performance, records annual dues, and prepares periodic financial statements.

Responsibilities

· meet with the outgoing chapter treasurer to review all financial records.  

· work with the chapter board to establish the chapter budget.

· keep official records such as the IRS application for exempt status, IRS exempt determination, Federal Tax ID number, general ledger, and tax returns (at least four years).

· monitor budget progress and provide periodic reports. 

· issue checks

· reconcile bank statements

· regular chapter meeting attendance
Qualifications

· knowledge of the CPCU Society

· working knowledge of chapter bylaws

· knowledge of financial statements helpful

· good organization and record-keeping skills
Term
· One year term but no current limit
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Chapter Trustees

Serve on Board of Directors with chapter officers.   Assist the chapter president with duties as assigned.

Responsibilities

· Immediate Past President to lead the nominating committee.

· regular chapter meeting attendance
Qualifications

· Past board member

Term

· Immediate Past President one year

· Other trustees three years

Cleveland CPCU Chapter Position Description – Chairs

Webmaster

Under the direction of the chapter board, the chapter webmaster is responsible for coordinating and keeping the chapter’s Internet website current.

Responsibilities

· Serve as liaison to national for providing information for website.

· Establish procedures to coordinate with chapter board on posting information.

· Coordinate the programs to deliver and serve member needs.

· Research and make recommendations on links to other organizations’ websites.
· Attend training provided by the society as needed.
Qualifications
· working knowledge of the CPCU Society

· working knowledge of computers and the Internet
Goodworks
Assist the board in managing the Chapters charitable programs

Public Relations – see 1st Vice President description

Recruitment and Development Task Force Chair – see President description

New Designee Task Force Chair – see President description
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Chapter Administrator 
The purpose of the administrator is to assist the board in managing the day to day operations of the chapter.

Responsibilities

· Accounts Payable/Receivable/Financials 

1. Enter payment/check information into Quickbooks or similar accounting program and maintain copies of invoices.  Treasurer to issue checks.
2. Deposit checks and enter into Quickbooks or similar accounting program. 

3. Create monthly financial statements including comparison of same time period of prior year and the budge.  Financials are to be sent to the board each month.
4. Annually forward financial information to accountant for the IRS filing (tax return).  Obtain return for filing and forward to Treasurer for signature and mail to IRS.

5. Chapter Treasurer to reconcile financials on a monthly basis.
6. Maintain copies of all information including deposits, invoices paid, monthly programs, bank statements, etc.

· Mail

1. Maintain P.O. Box.

2. Retrieve, open, and manage/distribute
3. Outgoing mail taken to Post Office

· Messages/Phone/E-mail

1. Maintain telephone.

2. Answer all incoming phone calls giving callers direction on upcoming and past meetings, membership, CE and board questions.

· Monthly Programs

1. Obtain program & speaker information from 1st Vice President and/or board member responsible for the program.

2. Complete filing information for CE approval and send to Sircon.  (I have put the cost of filing on my credit card and received reimbursement. CPCU does not have a credit card and payment is due upon filing of CE.  Note:  When approval is received, the program is scheduled with Sircon giving them the date, location and location contact for the program

3. Create the Constant Contact electronic flyer for program which is sent out to CPCU Cleveland members and other lists we have gathered over the years from non-members attending CPCU programs.

4. Create an Eventbrite program flyer which gives CPCU the opportunity to collect income on-line for attendees.
5. Secure and coordinate the venue, including facility costs.  Annually review with the board for approval.  Meetings are held during the months of January, February, March, April, September, October, and November.  

· January – Joint meeting with IBNO.  IBNO coordinates the meeting including the speaker.

· February – 2nd Tuesday – lunch program

· March – 2nd Tuesday, - Morning program (annual Ethics meeting)

· April – 2nd Tuesday – lunch program

· May – Joint program with IBNO for I-Day.

· June – August – no meetings

· September – 2nd Tuesday – lunch meeting

· October – 2nd Tuesday – lunch meeting

· November -  Annual Professional Education day and confirmation of new designees.  Date to be determined annually. 

· December – no meeting
6. Arrange A/V and menus

7. Compile the registrations 

8. Guarantee numbers are called into the venue

9. Make up attendee list

10. Make up name tags for attendees

11. Make up receipts for registrants

12. Make up CE sign-in sheets

13. Make up evaluations sheets if needed

14. Facilitate registration

15. Collect outstanding income at registration

16. Follow up with attendees after the program who did not provide NPN numbers needed for filing CE

17. File CE credit for attendees.  

18. Create a break-out list of program attendees, including members and non-members, who attended all programs.  This report gives board an idea of who attends programming on a regular basis also shows how many members vs. non-members are attending.

· Education Day

1. Order CPCU pins for new designees.  Pin selection to be approved by the board.
2. Contact new designees to coordinate attendance at Education Day

3. Contact CPCU to order certificates for new designees

4. Obtain program topic & speaker information

5. Complete filing information for CE approval and send to Sircon

6. When CE is approved, the program is scheduled with Sircon giving them

date, time, location and location contact.

7. Coordinate with facility for menus and a/v

8. Create Constant Contact program invitation

9. Create the Eventbrite on-line flyer which gives CPCU the opportunity to

collect income on-line for attendees

10. Begin coordination of education day handout program with 1st Vice President
11. Create 4 page education day handout program

12. Print & fold handout

13. Compile registrations

14. Make up name tags for attendees

15. Make up receipts for attendees

16. Make up CE sign-in sheets

17. Attend the event for registration, logistics, CE, and other items as necessary 

18. Follow-up with electronic survey to attendees.

19. Follow up with attendees after the program who did not provide NPN 

numbers needed for filing CE

20. File CEs credits for attendees 

· Membership

1. Download member list monthly

2. Add the new list of e-mails into Constant Contact

· Nominating Ballot for annual election of the board
1. Create ballot

2. Send out ballot electronically

3. Collect and compile results of ballot voting, report to board

4. Obtain from Society and return Chapter Leader form no later than June 30th and confirm with board of completion.

· Chaptergram
1. Obtain President’s message from 2nd Vice President and enter inter Chaptergram format for distribution to membership and Webmaster for entry onto website.  
· Coat Drive (on-going through Education Day)

1. Create Constant Contact information piece to send out to members and 

Non-members.  This informational piece is updated weekly and sent out

beginning a month prior to Education Day.  

2. Thank you e-mails are created and sent out to everyone who participated.

· New Designee Letters

1. Letters are personalized and sent out on an on-going basis.  New designees are identified when we download lists from CPCU. 

· Attend board meetings by request of Board. 

· Schedule CPCU/IIA classes as required.
· Implement and establish chapter database.  Maintain procedures to coordinate with chapter board and national to keep database information up to date.

We will need to discuss with Stephanie to determine how to handle.
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