Annual Planning Session Packet
January 17th, 2020 & January 24th, 2020
2:00 p.m. to 4:00 p.m.
American Legion
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I’m a Chamber Board Member. Now What?
Responsibilities and Perks
Congratulations! You’ve just been chosen for a valuable and hugely prestigious volunteer position–
chamber board member. Your nomination/selection for this role is something you should be very
proud of. Chamber of commerce board responsibilities come with expectations… and perks!
Being a chamber board member is also a position of distinction and requires a lot of hard work.
While each chamber is diﬀerent, keep reading to prepare yourself for some of the common expectations.

Chamber of Commerce Board Responsibilities: The
Position Comes With Expectations (and Fun)
Some people have limited expectations about board positions because of the reputation that corporate board positions hold. Corporate board positions can seem more like perks than work. Being a
sitting member of a chamber of commerce board will entail a lot of responsibility. Exactly what
those responsibilities are will depend on your chamber but they likely involve:
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Recruiting New Members
Chamber staﬀ recruits as well but recruitment eﬀorts of chamber board members are very eﬀective because even though you volunteer your time for the chamber, you are not paid by them. Thus,
your opinion is not based on who signs your paycheck. Plus, chamber board members are often
successful, well-respected business people. Your reasons for joining the chamber are very relevant
and other businesses will want to hear those reasons.
Your “pitch” should be personal. That makes recruiting much easier. People do business (and join
membership organizations) based on knowing, liking and trusting the people involved in the
organization and the recruiting process.

How to Recruit New Members
First, shift your focus from a hard “recruit” to being helpful. Share with your tribe why you joined
the chamber.
• What has membership helped you with?
• How has membership made a diﬀerence in your business?
• What do you like best about being a chamber member?
Share stories with businesses you come in contact with.
Next, know the basics of chamber membership. Some business people you run into may not know
what the chamber does. Be prepared to answer what a chamber of commerce is and what the business can expect from membership in the chamber. Again, tell stories of how it has helped you.
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Know the basics of how dues work. Do your businesses pay based on the number of employees or
the beneﬁts they’re most interested in? Find out from your chamber if they want you to talk about
what dues cost or if they want you to simply refer those types of questions to the membership
chair. Either way, knowing the basics is helpful in continuing the conversation.
If a business person asks you a question you cannot answer, it’s okay to say “I don’t know” but follow it up with “I’ll ﬁnd out for you.” Then follow up or refer them to the appropriate channel/person.

Attending Meetings
As a chamber board member, there are going to be several meetings you will need to attend. As a
matter of fact, there are likely attendance requirements to serve as a board member. You probably
expected that as a chamber of commerce board member, this is one of the prime responsibilities.
You’re right. Most chambers consider it grounds for removal from the board if you do not make it
to the required number of meetings.
Some chambers have quarterly meetings, while some ﬁnd monthly works best. Some chambers
have 10 meetings every year. It’s likely you will also need to attend at least one board retreat or
strategy meeting a year. Some of these are located oﬀsite and may require an overnight stay.
Make sure you understand the attendance requirements before accepting the role. It’s also
important that you understand how long your term is for and whether you are eligible to continue
to run or be considered after your term is over. Some chambers have term limits. For instance,
chamber board members may only be allowed to serve two terms consecutively but could run (or
be considered for) another term after that.
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Voting
Chamber board members also participate in critical votes for the chamber. They could vote on bylaws, budgets, new member requests or any other issues that come before it.
How you vote will depend on your chamber’s by-laws. Some may be electronic, others may require
in-person votes with a quorum.

Hiring and By-Laws
Often the chamber board searches, interviews for, and selects the chamber executive director or
president/CEO. This search may require additional time but (hopefully) it’s not something you’ll
need to be a part of often.
While you may not be hiring during your time on the board, you will be evaluating the eﬀectiveness of the ED/CEO through an annual review.
Another activity that is not a major part of the role but may come up is the rewriting of chamber
by-laws. It is likely dictated exactly how the change process should work in the by-laws. By-laws
should be reviewed periodically and amended as needed.
Dues structures are also a component that should be revisited periodically. You may decide as a
board that it’s time to raise dues or that certain things should be changed about dues such as how
they are calculated.
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Representing the Chamber at All Times
One of the things that may be diﬃcult to get used to is understanding that as a board member you
represent the chamber at all times. This is one of the other most signiﬁcant chamber of commerce
board responsibilities and also applies to social media. No, adding “this is just my opinion” on your
post does not cover the chamber from any negative PR. For instance, if you have a terrible experience with a member business, and post a scathingly negative review on social media, understand
that your review may negatively impact the chamber. Instead, it would be better to handle your
displeasure directly with the business to ﬁgure out a solution and not on such a public forum.
Because you are a chamber board member, people may assume that when you speak in public you
are speaking on behalf of the chamber. Be cognizant of this at all times.
It’s also important to consider that you may be called upon to become a vocal proponent of a chamber initiative or support the legislative agenda of the chamber.

Knowing the Mission
Understanding the mission of the chamber, as well as its strategic initiatives, will help you make
decisions and speak more conﬁdently to potential members. If you are given the freedom to make
business choices for the chamber, always keep the chamber mission in mind. Ask yourself if that
decision or line of conversation is in keeping with the chamber mission.

Selling Tickets
Another thing that may be required of you is selling a certain number of tickets to each chamber
event. Some chambers will expect board members to sell a table at their awards ceremony or sell a
speciﬁed number of single seats at events.
If your chamber has business after-hours events or networking breakfasts, you may be given a
number of free tickets in order to give potential members a taste of chamber oﬀerings. You may be
expected to give their names to the membership chair or bring a speciﬁed number of potential
members to each event. Find out what these chamber board member expectations are so you don’t
fall behind (especially if you have assigned numbers to meet).
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Governing and Legislative Initiatives
One of the reasons you were likely selected for this prestigious role is your business knowledge. As
a chamber board member, you will be expected to exercise this business knowledge for the betterment of the chamber. As mentioned earlier, you will be called upon to vote for things that will
aﬀect the future direction of the organization.
You will also be involved in supporting the chamber’s legislative initiatives. Every year, the chamber outlines its legislative agenda with an eye on local, state, and federal legislation. The board
likely will decide what legislation the chamber will back and how they will do that. In these situations, they may also decide what part of the budget will be allocated to these pursuits. If you have
a legislative director at the chamber, you may receive debriefs from them on the legislative progress of pro-business bills.

Ribbon Cuttings and Other Public Appearances
As a chamber board member, you may be called upon to attend a speciﬁed number of ribbon cuttings or other public-facing chamber events. These could include new business openings, anniversaries, and public initiatives. Many of these are during the business day and may require a ﬂexible
schedule.
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Heading Up Committees
Some chambers place their board members on committees or require they head them up. If there’s
a particular committee you ﬁnd interesting or one that ﬁts your skill set well, let the chamber
know. Even if committee service is not required, there may be a position of interest to you. However, make sure this is not in violation of the chamber by-laws.

Finally, being a chamber board member is a great honor and responsibility. Chamber of commerce
board responsibilities give you the opportunity to see your community in a new light and meet
many new people.
While you will be part of the advisory body of the chamber, the day-to-day operations/administration will likely fall onto your Executive Director’s or CEO’s head. Understanding the job duties of
the CEO and the board will help you work together more successfully.
In order to be the most eﬀective chamber board member possible, it is important to know your
chamber by-laws. If there’s something that strikes you as ineﬃcient or out-dated, perhaps it’s
worth changing. However, you’ll need to have a ﬁrm understanding of the process before you can
do any of that.
Good luck and enjoy your term.

By: Christina R. Green
This article is part of our “Now What?” series, designed to help new members, new chamber staﬀ
and new board members get up and running to be an eﬀective part of your chamber of commerce as
quickly as possible.
I’m a Chamber Board Member. Now What? Responsibilities and Perks
I’m a Chamber Member. Now What?
I’m in Charge of the Chamber Social Media Job. Now What?
I’m in Charge of Chamber Events. Now What?
I’m in Charge of Chamber Membership Development. Now What?
Frank's Solutions to Your Chamber Issues...
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Planning for maximal productivity

Workplace productivity is a huge challenge for nearly every company, business and
organization. Leaders struggle to get their own work done (and do the RIGHT work,)
while also guiding, empowering and motivating their people to achieve maximal productivity. While the projections vary, estimates suggest that businesses worldwide lose hundreds of millions if not billions of dollars annually due to underproduction.
To help my clients address this important issue, I have divided the path to increased
productivity into 4 steps:
1. Plan it. Plan the process in advance to get really clear on task, process and
outcome

2. Share it. Involve others in the work through meetings, communication and
delegation

3. Do it. Get the work done by removing distractors and optimizing your time
and energy

4. Sustain it. Develop a mindset and self-care approach that ensures continuity

Each “step” contains ﬁve action items, for a total of 20 items.
In this post I will address Step 1, “Plan It.”
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The planning process is in many ways the hardest part of a task. After all, we are so conditioned to DO that oftentimes we just want to roll up our sleeves and get things done.
The problem is that the work we do is not necessarily structured for success, nor is it the
work that will produce the best or most impactful result. Planning forces us to carefully
consider our options before jumping in and doing.
Here are the ﬁve steps of the planning stage.

1. Identify the right tasks. These are the tasks that will produce the optimal results
and address the most critical issues you face. These are often referred to as “big rocks,”
as in the priorities that you ﬁrst need to place in your “jar” (i.e. complete) before ﬁlling
other things around it (the metaphorical pebbles, sand and water.)
To do this, consider using the Eisenhower Matrix to guide you. The Matrix places every
task in a quadrant, from “Do” (tasks that are both urgent and important, such as a timesensitive customer request) to "Plan" (nonurgent but important -- this is where your
strategic and visionary pieces ﬁt) to "Delegate" (urgent but not important items, such as
responding to inbound communication) to "Eliminate" (or at least limit, like time wasters.)
Remember the Pareto principle (also called the 80/20 Rule). which suggests that 80% of
our outcomes comes from 20% of our eﬀorts. Choosing the right place to focus our
eﬀorts matters more than we oftentimes think.

2. Manage and prioritize your to-do list. There is a big debate about the value of
keeping a to-do list. If you use one, make it most useful by prioritizing the items on it
based on the following considerations:
• Which items, if completed, will have the biggest positive impact on you and
your work/company? These should be prioritized. (See Pareto Principle above.)
• Keep the list short and manageable.
• Remove the “ever present” items that never seem to get done but just pushed
further down the list.
• Schedule tasks on your calendar to ensure proper focus.

3. Set positive, actionable goals. Goals that drive action are stated in the positive
(what you will do as opposed to stop doing) and “SMART.”
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SMART goals is a goal-setting system that helps people set goals that produce results.
SMART stands for speciﬁc, measurable, attainable/achievable, relevant and time-bound.
The most important part of the goal is that it is “speciﬁc.” This represents the who, what,
why and how of the SMART model -- who will do the work; what you (or they) will do;
why that is important; how you will achieve the goal and how the goal will make you
feel.

4. Organize your workspace. Whether you consider yourself organized or not,
research is clear that we get more done when we know where things are. This is true
with oru physical things (papers, ﬁles, gadgets, etc.) as well as our virtual ones. Not only
can things be found more easily but there is also a psychological beneﬁt of maintaining a
neat workspace. Our external order creates internal order and allows to do more and
better manage challenges in stride. In contrast, a messy workspace sends a subliminal
message that your work isn’t important or that the process you’re involved in isn’t critical.

5. Determine what’s needed. Assess what is needed, in terms of materials,
knowledge and skills, to get the job done. Perhaps you’re lacking a suﬃciently powerful
computer or CRM option. Maybe you need to learn something additional. Whatever it is,
position yourself in advance to hit the ground running so that you experience the fewest
interruptions and setbacks possible before getting started.
Now that we have laid out our “plan” for the work, subsequent posts will walk us
through the process of sharing, doing, and sustaining it over time.

Naphtali Hoﬀ, PsyD, (@impactfulcoach) is president of Impactful Coaching & Consulting.
Check out his leadership book, "Becoming the New Boss." Read his blog, and listen to his
leadership podcast. Download his free new e-book, “An E.P.I.C. Solution to Understaﬃng.”
If you enjoyed this article, sign up for SmartBrief’s free e-mail on leadership and career
development, among SmartBrief's more than 200 industry-focused newsletters.
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Chamber Executive Committee Planning Session
Friday, January 17th, 2020
Location: American Legion
AGENDA
2:00 p.m.
1) Call to Order
2) Dividing the Duties
A.
B.

President & Vice-President
Who?

3) Brainstorming
A.
B.
C.

Helpers
Potential Board Candidates
Activating Membership

4) Events
A.
B.
C.

Create Active Checklists
Logistics
Budget

5) Marketing
A.
B.
C.

Identify Publications
Identify Outlets
Writing Copy

6) Meetings
A. Executive Board – First Thursday at 3:30 p.m. at the Legion
B. Member Meeting – Second Thursday at 12:00 p.m.
i. Locations
Brownsville Chamber of Commerce: Annual Planning Session

Page | 1 of 2
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C.

ii. Food Options
Speakers

7) Chamber Focus
A.
B.
C.
D.

E.
F.

Events Oriented
Membership Gala
Business After Hours
Value Added Options
i.
Sweet Home
ii. Lebanon
iii. Samaritan & LBCC
External Economic Outreach
Ringing Cash Registers

8) Miscellaneous Items
9) Adjournment

Brownsville Chamber of Commerce: Annual Planning Session
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Sample Draft
03.11.2010

Brownsville Chamber of Commerce
Committee Chair Checklist
Administration
 Council – Street Closures, Park Requests, Building Needs
 Permits – Food, Sound, Film etc.
 Performer Contracts
 Develop a Resource List
Marketing
 Poster Development
 Radio/TV/Print – Marketing Director (90 Days prior to event date)
 E-Mailing/Facebook
 Placing Posters
 Website Update
 Send Dignitary Invitations
 Other
Logistics
 Food Vendors
 Event Setup
 Portable Toilets
 Sound System
 Downtown Merchants
 Dari Mart
 Secure Event Site(s)
1. Identify Spaces
2. Make Reservations (60 Days in Advance)
3. Identify Setup Needs
 Event Clean-up
 Return Keys & Other Items

Page 1 of 2
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Sample Draft
03.11.2010
Post-Event Evaluation
 Send Invoices/Receipts to Treasurer
 Thank You Notes – Performers, Events Sponsors etc.
 Plan Debrief Session
Topics:

1. Did we meet our goals & objectives?
2. Did we meet our budgetary goals?
3. Did we have enough volunteers?
4. How could we be more productive?
5. Did we have enough marketing?
6. Did we execute the program in a professional manner?
7. Was there any conflict within the group? What was it? How was it
resolved?
8. Would we bring in this vendor/performer in again? Was it worth
it?
9. Would we execute a similar program in the future? What changes
would we make?

Budget Planning
Anticipated Expenses

Anticipated Income

Facilities Rental

$

Admission Fees

$

Food

$

Sponsors

$

Marketing

$

Grants

$

Performers

$

Other

$

Travel

$

Supplies

$

Total

$

Technical Support

$

Permit Fees

$

Other

$

Total

$
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