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Policy Adopted: June 8, 2006

I. Chapter Overview:

The Florida Public Relations Association-Orlando Area Chapter (FPRA-OAC) partners with sister chapters throughout Florida to enhance and promote the public relations profession.

The management of these OAC activities is managed by a volunteer board of directors (BOD) consisting of several positions.  All of these members work jointly to provide continuing education and accreditation to members, fundraising events for communication student scholarships, and programs to recognize outstanding individuals, companies and projects related to the public relations’ profession. 
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II. Chapter Administration Policies & Procedures:

Joint Board Meeting: Each year, the OAC will nominate a new BOD through the process outlined in the chapter’s bylaws.  This new board will be formally installed at the August chapter luncheon and the current year’s president will host a joint meeting between the incoming and outgoing boards.

Retreat: As soon as possible after taking office, the president will organize a retreat for the new board to take place in the month of September. If feasible, the chapter shall provide meals. The purpose of the retreat is to develop goals and objectives for the chapter and for each member of the board as well as promote a team mentality.

Chapter Leadership Book: For the chapter retreat, the president will prepare Chapter Board Leadership Books containing, at minimum, the following:  a retreat agenda; a chapter board contact list; a chapter calendar; a proposed strategic plan; a proposed annual budget; the chapter’s bylaws and policies and procedures; the FPRA state board of directors contact information; and the FPRA state bylaws and policies and procedures  

Minutes: The secretary will take minutes at all board meetings and provide them to the President for distribution prior to the next month’s BOD meeting. The secretary will provide the board with a second copy of the minutes, including any corrections and revisions, just prior to the next board meeting.

Board Member Recognition: At the August meeting, the president should present a small thank-you gift to all current board members. These gifts can be purchased with funds from the chapter treasury.

Outgoing President Recognition: The chapter’s president-elect is responsible for purchasing any recognition gifts presented to the chapter president at the August luncheon meeting. These gifts can be purchased with funds from the chapter treasury and/or with voluntary, monetary contributions from current board members. 

Written Materials: The President or President-elect will review all materials written on behalf of the chapter before distribution. This includes but is not limited to, e-mail alerts sent to members, media releases and/or advisories, and the monthly newsletter.
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III. Financial Management Policies & Procedures:

The treasurer, assistant treasurer, president and president-elect are responsible for all financial management duties unless otherwise assigned.

Fiscal year: Running in conjunction with the state association, the Orlando Area Chapter’s fiscal year shall run from November 1 through October 31 as has been set by the state board of directors.
Checking account: The chapter’s checking account shall be reconciled monthly and the expenses and balances will be summarized by the treasurer in a written report that shall be approved at each monthly board meeting. Deposits and payables shall be handled in a timely manner. Monthly bank statements and a draft of the treasurer’s monthly report will be reviewed by the president and president-elect each month prior to the board meeting. 

Savings account: If the chapter has an active savings account, the balance shall be reconciled monthly and the balance reported at each monthly board meeting under the same guidelines as are set for the chapter’s checking account. Funds will be deposited into the savings account as often as possible on a monthly or quarterly basis.

Budget: The treasurer and president will prepare a proposed chapter budget for each new fiscal year. The budget is the chapter’s financial blueprint and should provide balance between the goals of financial health, professional development of members, and support of the PR profession. Income and expense variances are monitored throughout the year and chapter spending adjustments are recommended as needed.  The draft budget shall be submitted at the new board retreat and approved at the October board meeting.  

Reimbursements: The treasurer shall reimburse chapter members for expenses incurred in conjunction with their FPRA duties, according to the bylaws, in a timely manner.  Any expenses incurred that are not outlined in the chapter budget and that exceed $100 shall require prior approval by the board.

Luncheon Meetings: The Treasurer manages a $50 change bank for use at monthly luncheon meetings. The Treasurer receives lunch payments and issues receipts at the registration desk.

Record Keeping: The Treasurer is responsible for documenting all financial activities and transactions in a manner that is understandable for others to follow. When using accounting software, regular backups should be performed.

Financial Review:  Chapter by-laws require a bi-annual review of chapter finances.  However, an annual review by a qualified person, as defined in the chapter bylaws, is recommended.  This person should be recruited by the treasurer and the results of that review should be provided to the board of directors for review.

Annual Taxes:  The treasurer and president will be responsible for filing any necessary state or federal taxes.  The state association will assist in determining if this is required.

Policy Adopted: June 8, 2006

IV. Executive Committee Roles & Responsibilities: 

All Executive Committee positions are filled annually through the nomination process set forth in the chapter by-laws. 

President: The president will establish the OAC goals for the coming year and will guide the leadership of the OAC in accomplishing their assigned tasks. The president is expected to be a member of good standing in the organization and will have served as president-elect for the OAC the preceding year. 

The president is responsible for:

· Presiding over OAC board meetings on a monthly basis.

· Representing the OAC on the State Board of Directors, which requires attendance at state meetings on a quarterly basis. 

· Assigning committee chairs and responsibilities among the OAC board of directors (BOD).

· Appointing new directors, as necessary, to fill vacancies on the BOD. 

· Proposing chapter goals and a strategic plan to be adopted by the BOD.

· Carrying out the wishes of the majority of the BOD.

· Enforcing chapter and state by-laws. 

· Presiding as necessary over chapter functions and representing the organization in the community when and where necessary. 

· Serving as the chapter spokesperson as the need arises.

During the annual budgeting process, the chapter’s board of directors customarily establishes a fund to be used at the president’s discretion to assist in managing the chapter’s affairs.  In addition, the board may reimburse the president for routine administrative expenses, such as postage and telephone calls incurred on behalf of the chapter.

Association Board of Directors Meetings:

The president and president-elect are members of the FPRA-OAC BOD and are expected to attend quarterly board meetings in different areas of the state as part of their role on the Association Board. To assist them in carrying out these responsibilities and if financially feasible, the chapter will reimburse expenses for hotel accommodations based on the FY budget approved by the board at the beginning of the year. 

President-Elect (PE): The president-elect will assist the president in meeting the chapter’s goals while preparing for the presidency the following year.  The president-elect also serves as the chapter’s program chair and nominating committee chair.  

The president-elect is responsible for: 

· Attending quarterly, state board of directors meetings as a chapter delegate. 

· Presiding over BOD meetings in the absence of the president. 

· Managing key chapter functions or major projects that the president assigns. 

· Serving as luncheon program chair and nominating committee chair. 

Programming Chair: The PE goal as program chair is to implement dynamic and interesting luncheons that will provide exciting, professional development opportunities for the chapter’s members. Committee members must be sensitive to the philosophy that our senior members will not attend meetings geared towards entry level professionals. This responsibility includes:

· Organizing and managing all details of the monthly chapter luncheon (including the Holiday Social, Ultimate Mixer and Media Roundtable).

· Securing a speaker or developing content for each luncheon.

· Working with the chapter’s media relations, newsletter and web site chairs to promote the event to members and potential members.

· Purchasing speaker gifts.

· Securing AV equipment if necessary. 

· Planning menus and site coordination for meetings. 

· Writing thank you letter to speaker.

· Monitoring monthly surveys for opportunities for improvement. 

· Producing and mailing Holiday Social and Media Roundtable invitations. 

Nominating Chair: The PE serves as the chair of the Nominating Committee, which selects a slate of officers and directors for the following year. The slate should be representative of the OAC membership. This nomination process is outlined in the chapter by-laws.  This responsibility includes:

· Beginning board selection six months prior to the new board year by selecting a nominating committee comprising no less than five percent of the chapter membership.  This committee should be made up of current board members, officers and/or chapter past-presidents.

· Determining which current board members are interested in returning to the BOD for another year. 

· Determining the number of vacancies on the BOD. There are up to 22 positions to be filled:

· President

· President-Elect

· Immediate Past President

· Vice-President of Membership

· Assistant Vice-President of Membership

· Treasurer

· Assistant Treasurer

· Secretary

· Up to 15 Directors who chair major OAC projects (number may vary).

· Sending out a notice to the membership, asking members to submit their names if interested in holding a position.

· Reviewing the nominations with the nominating committee and meeting with the nominees if necessary. 

· Working with the nominating committee to develop a recommended slate of board members and officers.

· Ensuring that the recommended slate represents a diversity of non-profit and for-profit members as well as a diversity of age, ethnicity, gender, background, etc.

· Submitting the recommended slate, in writing, to the current BOD for review and approval by April.

· Publishing the board approved slate in the May issue of PRoclaimer, as outlined in the chapter bylaws. 

· Publishing the final slate of board members and officers in the June issue of PRoclaimer (NOTE: It is not a requirement for membership to approve the BOD slate). 

Immediate Past-President: The immediate past-president is responsible for developing and managing programs that involve senior-level PR professionals and past presidents of the chapter.  This includes hosting events that bring together these members as well as acting as a liaison to this group throughout the year.  

The immediate past-president also oversees the OAC’s Public Relations Professional of the Year Award process, decision, design and presentation. This process includes forming a judging committee comprised of past award recipients to judge nominations submitted by FPRA members.  The winner should be a PR professional that is recognized for his/her achievements in the PR industry and for his/her dedication to enhancing the profession. The award is presented annually at the OAC Image Awards. 

Vice President of Membership: The vice president of membership will oversee matters concerning new membership development and current membership maintenance. 

The vice-president of membership is responsible for:

· Submitting a membership report at the monthly BOD meetings.

· Obtaining BOD approval and signatures on new member applications. 

· Assuring the appropriate category and monetary amount is on each application. 

· Upon request, sending membership information to prospective members. 

· Ordering appropriate supplies for membership packets from the state office. Packets should include: ode of Ethics, membership and accreditation brochures, welcome letter, history of the chapter and the membership application. 

· Making membership packets available at monthly luncheons. 

· Actively soliciting new members with the cooperation of the BOD.

· Answering questions via phone, e-mail or in person regarding membership. 

· Maintaining accurate membership contact database including student chapters (University of Central Florida and Rollins College). Member info will include: name, title, company name, address, phone, email, fax, membership category.  Also, coordinating this list with the state office to ensure accuracy.

· Notifying delinquent members that their names will be removed from the roster when delinquent list is received from state office. This should be done both verbally and non-verbally (letter). 

· Planning and holding annual membership drive. 

· Coordinating a quarterly new-member orientation.  These can typically be held prior to a monthly luncheon.

· Forwarding new member applications to the state office after BOD approval. Keep a copy of application and check for local records. 

Treasurer: The treasurer will work with the president to develop the year’s budget - enabling the OAC to predict income and expenses for the coming year. Once approved by the OAC BOD at the October board meeting, the budget will serve as a guideline for managing all financial matters and establishes program/services for the year. The budget must reflect anticipated income and expenses in such a way as to ensure sufficient funds are available to the chapter for its programs and expenditures. 

The Treasurer is responsible for: 

· Requesting a proposed budget from each operating committee and will review previous committee budgets to create a chapter working budget for the new fiscal year. This preparation will take place in September and the budget will be presented at the October BOD meeting. Revisions and edits will be incorporated and the final budget will be submitted to the BOD in November. 

· Auditing and closing the previous year’s financial books in November and submitted to the BOD for approval in December. 

· Balancing the checkbook on a monthly basis to agree with the bank statement. 

· Developing a monthly treasurer’s report that details monthly expenses and income items as well as current account balance and cash box totals.  This report must be submitted along with a copy of the current bank statement to the chapter president and president elect several days before the monthly BOD meeting for their review/approval.  Following that review, the report will be presented to the BOD for their final review and approval at each monthly BOD meeting.  

· Overseeing all budgets of the OAC and serving as principal signatory to chapter accounts. The president and president-elect will also have authority to sign checks. When a chapter project is handled using an authorized separate account (i.e. the annual Roast & Toast dinner), the treasurer will report a financial status of that project each month to the BOD. 

· Paying all chapter bills. Receipts for out-of-pocket expenses along with an expense reimbursement form must be submitted to the treasurer before any reimbursement can be made. Any expenses over the set budget must be approved by the BOD. 

· Maintaining all receipts, invoices, canceled checks, deposit slips, bank statements, and other financial documents. The treasurer works with the assistant treasurer throughout the year to prepare reports for the BOD and audit the financial progress of the various operating committees. 

· Attending chapter functions to assist in registration, recording payments and issuing receipts. 

Assistant Treasurer: The assistant treasurer will assist the treasurer in the financial responsibilities of the chapter and will manage the credit billing process, event RSVPs and event check-in.

The assistant treasurer is responsible for:

· Collecting electronic RSVPs for chapter events and creating a list of attendees.

· Managing the chapter's credit billing process including maintaining machine, entering card numbers and uploading batch reports.

· Setting-up and managing the registration process at monthly luncheons.

· Following-up with all non-payments for chapter events.  This includes members/non-members who attend but do not pay and RSVP but do not attend.

· Collecting mail from the chapter's post office box and disbursing to the appropriate board member.

· Maintaining meeting supplies including name tags and any other supplies needed.

· Supporting the treasurer in fulfilling his/her responsibilities.

Secretary: The secretary will ensure that meetings of the OAC BOD are accurately recorded, disseminated in a timely manner and stored as a historical resource. 

The Secretary is responsible for: 

· Keeping the BOD meeting minutes. 

· Publishing and submitting to the president for dissemination prior to the next BOD meeting. 

· Updating the OAC by-laws if the BOD approves an amendment.

· Completing any other record keeping project as assigned by the president.
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V. Board of Directors Roles & Responsibilities: 

Each year, a slate of directors will be nominated as outlined in the chapter’s bylaws.  This board will include up to 15 positions as determined by the president-elect and the nominating committee.  The titles of these positions will also be determined by the president-elect and the nominating committee.

Each year, the directors will manage the chapter’s signature events, communication with various stakeholder groups (i.e. students, media and members), and chapter communication tools (i.e. chapter web site and eNewsletter).  Directors are also encouraged to form committees to help them complete their assigned tasks.

Following are several key areas that should be managed by these directors.

.

Accreditation: The accreditation chair will organize, plan, promote and expedite the accreditation process for the OAC. 

The accreditation chair is responsible for: 

· Promoting the accreditation process in various issues of the chapter’s eNewsletter, PRoclaimer.

· Preparing and mailing letters to all prospective candidates.

· Keeping in touch with the state office to determine names of applicants who have received self-audit forms. Following-up with the state to be sure audit forms are returned. 

· Contacting those who qualify and inviting them to an orientation session. 

· Holding an orientation session twice a year to review the testing process, suggested study outline, and dates of upcoming study sessions. 

· Hosting a series of study sessions and mock tests at least twice a year. 

· Hosting Readiness Review panels for members that want to be approved to sit for the exam at least twice a year. This includes arranging for a team of panelists to conduct the review. 

· Coordinating the accreditation process with the appropriate members of the state BOD and the state office.  

· Managing and promoting the Certified Public Relations Counselor (CPRC) process and assisting any members who have obtained their APR certification and want to sit for the CPRC.  

· Reporting to OAC BOD of progress on a monthly basis. 

Image Awards: The Image Awards chair will organize, plan, promote and expedite the annual OAC Image Awards program and event. This program follows the same guidelines and should be coordinated with the state’s Golden Image Award program.  The Image Award and Golden Image Award programs recognize outstanding public relations programs and encourage and promote the public relations profession in the area. Winners demonstrate the very best examples of innovation, planning and design. 

The Image Awards chair is responsible for: 

· Planning and executing the annual program, adhering to guidelines developed by the State BOD and adopted by the OAC. 

· Creating a committee comprised of OAC members, overseeing the work of the committee and reporting to the BOD on a monthly basis. 

· Creating specific subcommittees to oversee individual aspects of an event where the awards will be distributed. The subcommittees may include: facility; entries; judging; printing: photography; awards; program; treasurer; ticket sales; graphics; and décor. 

· If the president-elect and nominating committee select an Image Award co-chair, that person will assist the chair in directing the work of the committee and be given responsibility for overseeing specific subcommittees. 

Roast & Toast: The Roast & Toast chair will organize, plan, promote and expedite the annual fundraising program and dinner. Conceived in 1978, the Roast & Toast has grown into an annual event that demonstrates how the power of public relations can effectively benefit the community by honoring a local community leader while raising money for student scholarships. Money raised at this annual event is donated to the Nicholson School of Communication at the University of Central Florida and the Hamilton Holt School at Rollins College. 

The Roast & Toast chair is responsible for: 

· Working with the president and immediate past president to identify a prominent member of the business, political or social community who will be honored at the event.  The Roastee’s job and background will play a role in developing an event theme and in identifying potential sponsors and event attendees.  

· Creating a committee comprised of OAC members and overseeing the work of the committee and reporting to the BOD on a monthly basis. 

· Creating specific subcommittees to oversee individual aspects of the event. The subcommittees may include: facility; printing: photography; program; treasurer; ticket sales; graphics; décor; and silent auction.

· Managing the budget to ensure income is exceeding expenses. Invoices and bills are to be sent to Maggie LeClair (or counterpart) at the UCF Foundation for processing. Incoming funds are kept in an account separate from the OAC bank account. 

· Coordinating (details include but are not limited to):

· A date for the event according to the Roastee’s calendar.

· Venue logistics: lighting, sound, décor, dinner menu, beverage arrangements- on hand for day of event.

· Budget and fundraising goals.

· Media alerts with media relations chair.

· Photography and videography needs for the evening.

· Artwork design for invitations, response cards, program and event signage.

· Silent auction donations, set-up, distribution to winners and donation collection at event.

· Sponsorships, ticket and table sales.

· Monthly event reports and follow-up after event.

· If the president-elect and nominating committee select an Roast & Toast co-chair, that person will assist the chair in directing the work of the committee and be given responsibility for overseeing specific subcommittees. 

Professional Development: The Professional Development chair develops an annual program or series of programs that focus on topics of interest to the membership. These events can be narrowly focused on a specific public relations related topic or more broadly focused on topics of interest to all professionals.

The Professional Development chair is responsible for: 

· Developing, planning and executing the annual program or series of programs. 

· Submitting a budget for the event(s) to the treasurer.

· Soliciting for event sponsors.

· Working with other members of the BOD to promote the event(s) to the membership.

· Providing monthly updates to the BOD on progress.

Member/Community Relations: The Member/Community Relations chair is responsible for planning, organizing, promoting and implementing social and community service activities for the chapter. Examples of these events are food drives, fund raisers for not-for-profit organizations, social outings, etc.   The goal of this activity is to both provide greater member benefit and ensure the chapter continues to give back to the local community.

Publications: The Publications chair manages the development, writing and distribution of monthly member publications such as an eNewsletter (PRoclaimer).  The newsletter will serve as the primary communication link among the organization and is frequently used as a recruiting tool. 

The Publications chair is responsible for:

· Acting as general editor of the newsletter.

· Developing an editorial calendar.

· Soliciting articles for publication.

· Acting as a reporter for the publication including writing articles. 

· Coordinating posting on the web site and alerting members that it has been posted. 

Media Relations: The media relations chair promotes monthly luncheons, programs and fundraisers to the media and public. 

The media relations chair is responsible for: 

· Writing and distributing news releases in advance of the monthly luncheons.

· Writing and distributing, as necessary, news releases on programs, fundraisers and chapter news.

· Corresponding with the media to inform them of FPRA-OAC resources, including media relations contact information for use by reporters, editors or producers. 

Online Communications: The online communications chair maintains the FPRA-OAC web site at www.fpra-orlando.org. The web site provides up-to-date information, chapter event and awards listings, on-line luncheon registration, a job bank and membership information including an application. In addition, a members’ only area contains the current issue of the PRoclaimer, a member search function and a member renewal form. The online communications chair can also modify the flow and content of the site as needed.

The online communications chair is responsible for: 

· Maintaining current information on the web site.

· Receiving job bank listings and managing the list.

· Designing new pages as necessary.

· Posting the member poll and other approved information for fellow BOD members.

· Managing redesign or technical difficulties as necessary.

Student Chapters: An advisor from each of the student chapters, Quotes at the University of Central Florida (UCF) and Communiqué at Rollins College, can serve as ex-officio members of the BOD to assist in overseeing the activities of the student members as they pertain to the OAC. There can also be a student relations chair put in place to help manage the OAC’s involvement with these student chapters.  The advisors will work with the BOD to plan for participation in OAC activities and meetings and to engage the OAC in student chapter activities and meetings. 
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