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Page 41 of 68                                        Draft - 4/12/16

1.1 Board Communications

PURPOSE OF THIS POLICY:

Provide chapter contact information for chapter positions, set guidelines for how Board members should communicate, including tools to use and timeliness of responses.


EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP Governance


THIS POLICY APPLIES TO:

Chapter Board members.


POLICY WORDING:

1. Chapter E-mail 
	The chapter currently uses Zimbra for e-mail correspondence.

A. To access and manage Zimbra email:
	Please visit: http://zcs.pmi-madison.org/  
· Username is the full user and domain name. Example - President@pmi-madison.org. 
· Password is Welcome123 and should be maintained so when new board members come in to these positions, it makes transition easier.
Note: Please do not change password.
    In case you need to reset Proteon password click Proteon Helpdesk link under Board Menu.
· There is a 2 GB mailbox limit. Remember this email address is the property of the chapter.  
· It should not be used for personal communication, only chapter business.
Setting preferences for forwarding emails:
After login, please set where and how you wish these emails to be forwarded to you. 
· Click Preferences tab that is on the top rightmost.
· Under Receiving Messages section Mail tab is the 2nd from left. 
· Check Forward a copy to: and enter your email id when you want entire email forwarded.
· Check Send notification to: and enter your email id when you want a notification sent.
· Click SAVE that is top left below General tab to save changes.
· You can also change the email signature in preferences.
Check below for email signature format.

2. Chapter Calendar
The chapter calendar resides in Zimbra here and is administered by the VP Administration.
· Every board member should check calendar for upcoming events and inform their team. 
· All Board Meetings and events will be posted in this calendar. 
· Events created are displayed automatically on calendar. 
· Each chapter group should create their events. 
· Example: Administration area would add board meetings events; Programs area would add chapter meeting events.

3. Document Repository
The central repository for board information is located in the chapter's website.  This is accessed by logging into http://www.pmi-madison.org

Once logged in, a board member will have an option in the Board Menu pane called "Document Repository".

4. Individual Board Member E-mail Accounts
E-mail accounts have been created for board members.  Individual board members should set up their board e-mail account to forward e-mail transmissions to their personal account of choice.

5. Timeliness of Responses
A. If an e-mail response is required from the board or board member, please respond within 48 hours of receiving the e-mail request.
a. Email drafting and response guidelines:
i. Make sure the title of the email reflects what the email is communicating.
ii. Please consider who needs to read the communication when determining recipients of emails.
1. Only send to board members who need to review and respond.
2. Do not “Reply All” unless all need to see response.
B. If a question sent to the board or board member needs a response sooner than 48 hours, the originator should state this in the email subject line to the board or board member.  At minimum, send an acknowledgement to the sender that you received their question if you don’t have time to fully respond to the question within the 48 hour or requested timeframe.
C. Special circumstances – If a board member is going to be away on business or vacation, please notify the full board a week prior to the absence – include date range for absence and any other important information you want to share with the board concerning the absence.

6. Email Signature:
	Each individual board member is responsible for setting up their own chapter e-mail signature.  	Guidelines for creating a chapter e-mail signature are as follows:

The font should be Professional and size 12.

[Your Name]
[Role]
PMI Madison /South Central Wisconsin Chapter
Cell: [xxx-xxx-xxxx]
Email-Id: xxx@pmi-madison.org
Website: http://www.pmi-madison.org

Ask me about joining!
[image: image001.png]

Below is an example signature: 

Ashok Diggavi
Governance Coordinator
PMI Madison /South Central Wisconsin Chapter
Cell: 262-416-xxxx
Email-Id: governancecoordinator@pmi-madison.org
Website: http://www.pmi-madison.org

Ask me about joining!
[image: image001.png]

7. Chapter E-mail Distribution Lists

	The chapter currently has seven (7) e-mail distribution lists for e-mail communications to smaller 	groups within the Chapter Board.  The following groups have distribution lists:

· Executive Board
· Operations Board
· Technology Team
· Communications Team
· PDD Team
	
	The following tables contain board e-mail addresses and the distribution lists in which they are 	organized. 

A. Executive Board (Strategic Board)
	
	Distribution Address: ExecBoard@pmi-madison.org 
Below is the list of individual accounts associated with the Executive Board (Strategic Board) distribution list:
	Executive Board Position
	Email

	President
	President@pmi-madison.org

	President Elect
	President_elect@pmi-madison.org

	Past President
	PastPresident@pmi-madison.org

	VP Administration
	VP-Administration@pmi-madison.org

	VP Governance
	VP-Governance@pmi-madison.org

	VP Finance
	VP-Finance@pmi-madison.org

	VP Professional Development
	VP-ProfDevelopment@pmi-madison.org

	VP Technology
	VP-Technology@pmi-madison.org

	VP Marketing and Outreach
	VP-Outreach@pmi-madison.org

	VP Membership
	VP-Membership@pmi-madison.org


B. Operations Board
	Distribution Address: opsboard@pmi-madison.org 
	This distribution includes accounts on the Executive Board (Strategic Board) in addition to the accounts 	listed below:
	Operations Board Positions
	Email

	Director Finance
	FinanceDir@pmi-madison.org 

	Director Educational Events
	Dir-EdEvents@pmi-madison.org 

	Director Mentorship
	Dir-Mentorship@pmi-madison.org 

	Newsletter Editor
	newsletter@pmi-madison.org

	Bounced Newsletters
	bounce@pmi-madison.org

	PDD PM
	PDDPM@pmi-madison.org 

	Event Registration Admin
	registration@pmi-madison.org

	Webmaster
	webmaster@pmi-madison.org

	Director Volunteering
	Dir-Volunteer@pmi-madison.org 

	Director Programs
	Dir-Programs@pmi-madison.org 

	Director Communications
	Dir-Communications@pmi-madison.org 

	Director Member Relations
	Dir-MemberRelations@pmi-madison.org 

	Director Community Outreach
	Dir-CommunityOutreach@pmi-madison.org 

	Director Educational Outreach
	Dir-EdOutreach@pmi-madison.org 

	Mentorship Coordinator
	mentorshipcoordinator1@pmi-madison.org 

	Director Professional Outreach
	Dir-ProfOutreach@pmi-madison.org 

	Director Technology Website
	Dir-TechnologyWebsite@pmi-madison.org

	Director Sponsorship Advertising
	Dir-SponsorshipAdvertising@pmi-madison.org  

	Programs Coordinators
	ProgramCoordinator1@pmi-madison.org; ProgramCoordinator2@pmi-madison.org;
ProgramCoordinator3@pmi-madison.org; 

	Social Media Administrators
	SocialMediaAdmin1@pmi-madison.org;
SocialMediaAdmin2@pmi-madison.org;

	Educational Events Coordinators
	EdEventsCoordinator1@pmi-madison.org; 
EdEventsCoordinator2@pmi-madison.org;

	Governance Coordinator
	GovernanceCoordinator@pmi-madison.org;

	Administration Coordinator
	Administrationcoordinator@pmi-madison.org;

	Secretary
	secretary@pmi-madison.org

	Postmaster
	postmaster@pmi-madison.org



C. Technology Team

	Distribution Address: technology@pmi-madison.org 
Below is the list of individual accounts associated with the Technology Team distribution list:
	Technology Team Positions
	E-mail

	VP of Technology
	VP-Technology@pmi-madison.org

	Director Technology/Website
	Dir-TechnologyWebsite@pmi-madison.org

	Webmaster
	webmaster@pmi-madison.org

	Event Registration Administrator
	registration@pmi-madison.org


D. PDD Team
	Distribution Address: pddteam@pmi-madison.org 
The PPD Team e-mail distribution list is reserved for individuals assisting with planning, organizing, and facilitating the PDD Professional Development Day.  This list changes recipients on a yearly basis, as needed.



	This policy was approved by majority Board vote on 6/29/13.



Revision History:

	Date
	Modifications

	14th Aug 2014
	1. Executive Board email ids were updated.
2. PMI-MAD Operations Board email ids were updated.
3. Calendar now resides on Zimbra instead of Google.
4. Document Repository is on PMI website.
5. Added Email Signature.

	10th Sep 2014
	Added PMI logo at the end of the signature. Also, the font is changed from Calibri(Body) to Professional.

	20th June 2015
	1. Updated all e-mail addresses
2. Created sub-headings for e-mail distribution lists
3. Moved communication guidelines to front of policy
4. Dropped contact groups Eventsteam@pmi-madison.org and board@pmi-madison.org.
5. Re-named VP Outreach to VP Marketing and Outreach. 
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1.2 Contracts and Agreements

PURPOSE OF THIS POLICY:

· The policy describes who must review/approve contracts/letter of agreements when PMI Madison enters in to a contract/agreement with another entity(ies).
· The purpose of this policy is to provide guidance for establishing clear and consistent agreements between a PMI chapter and any other entity(ies).  
· This policy excludes Speaker Agreement Contracts,  that will be addressed in a different policy. 

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR MAINTAINING THIS POLICY:

VP of Governance and Policy


THIS POLICY APPLIES TO:

Both chapter members and non-members.


POLICY WORDING:
· The submitting Director or VP and one of President/President-Elect/VP of Finance must review and approve any document that enters PMI Madison in to a contract/letter of agreement with another entity(ies).
· Submitting BOD member will be responsible for archiving approved contracts in Proteon Document Repository.
· Contracts/letter of agreements may only be signed by Executive Board member.
· Standard contracts/letter of agreements already approved by the Executive Board member and a legal authority do not need to be reviewed on an individual basis.
· When organization are seeking financial support (charity), the board will take the following steps:
· Ask vendor / sponsor to also give donation to charity 
· The chapter will supply donation bucket at chapter meeting
· The chapter will supply donation option on the registration
· This type of charitable support will be limited to 2 times per year.
· It is a fiduciary responsibility of the board to ensure that clear and consistent agreements are in place.
· Misinterpretation of agreements can lead to conflict, as well as financial and legal liability, disruption of operations, and failure to deliver member value.
· The Chapter must document all working agreements, especially as they may relate to financial or legal obligations
· The Chapter must take all reasonable precautions to ensure that all contractual documents are legally sound
· The Chapter must establish non-exclusionary procurement protocols as related to contractors, service providers, and sponsors
· Documentation should include:
· Identification of all parties involved in the agreement,
· Clear expectations of responsibilities and rights of each party within the agreement,
· Timelines associated with the agreement,
· Terms and conditions for fulfillment and termination of the agreement:
· Specific financial commitments, including currency exchange rates and amount 
· Scope of work to be delivered
· Format of the agreement (e.g. memorandum of understanding, legally binding contract)
· Consequences of any violation (e.g. early termination, default)
· Terms for renewal
· Signatures
· Contractual relationships must be approved by the Board
· Chapters must establish timelines and protocols for review of contractual relationships
· Chapters must publish processes for establishing contractual relationships
· For agreements by the Chapter that exceed the US $7500 USD limit as specified by the PMI Charter Agreement the agreement must specifically state that PMI is not a party to the agreement and that no party is designated by PMI to act on its behalf.
Authority:
· 2014 Policy Manual for PMI Chapters.
· PMI Madison S/Central WI Chapter Charter Agreement.

Supporting Documents:
· Chapter Operations Handbook  
· Chapter Procurement Policy and processes


	This policy was approved by majority Board vote on 7/1/14.



Revision History:

	Date
	Modifications

	
	






1.3 Third Party Information Distribution

The Madison Chapter will distribute (via electronic means only, i.e. email,
website, newsletter, etc.) non-Chapter information to our members as long as it meets all of the following criteria:

This policy was approved by majority Board vote on 
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The Madison Chapter will distribute (via electronic means only, i.e. email,
website, newsletter, etc.) non-Chapter information to our members as long as it meets all of the following criteria:

This policy was approved by majority Board vote on 
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PURPOSE OF THIS POLICY

The purpose of this policy is to ensure that:
· Chapters have a clear, fair, non-exclusionary, and transparent election process, enabling members in good standing to nominate candidates, run for office, and vote for the Strategic Board.  
· The Chapter has in place documented processes for communicating the elections process and timelines.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY
	VP Governance and Policy 

THIS POLICY APPLIES TO:
PMI Madison Chapter Board

POLICY WORDING

Nominations are coordinated by Past President:
	
1. The election process is coordinated by the Past-President with the PMI Global Region 2 – Chapter Administrator.  
2. PMI Madison Chapter chose to utilize the voting tool that PMI Global offers to the chapters for their use. 
Elections:
1. VP Membership VRMS team begins [provide date timeline] drafting positions going for election.
2. Past-President will review and request modifications and or corrections, if any. 
3. Once the draft is reviewed and modified then Past-President approves.
4. Positions go for elections as per cycle. Each VP position is for a 2 year period.
· Odd Year: VP Finance, VP Professional Development and VP Membership
· Even year: VP Governance, VP Technology, VP Marketing and Outreach and VP Administration
5. The Board (Strategic and Operations) first need to be informed.  The Operations board includes all Directors and coordinators.
6. The applications will then be opened in VRMS for those qualified individuals interested in running for the positions. 
7. There will need to be an application closing date as part of this set-up.   
8. In the qualifications section of the application in VRMS the past-president will need to copy the information that was entered on what value the person would bring not the position and paste it into the document that goes to PMI global.  
9. Once the elections are completed the results are shared with the entire board.
10. Past President then extends the offer to winning candidates.
11. Informal Strategic Board transition is scheduled as early November. Formal transitions will be in December.
12. We’ll allow past directors / VPs to enter themselves for the elections based on the established criteria found in the PMI Chapter handbook. 
13. If there is no position elected then board would appoint a director as VP.
14. Email membership in October announcing positions.
15. Announce results in January, when the new board year starts, during the chapter meeting. 
Nomination:
· Refer to PMI Madison Chapter bylaws - Article VI 

AUTHORITY:
1. PMI Madison Chapter Bylaws (Article V, VI).
2. PMI Madison Chapter handbook (B. Elections).
3. PMI Chapter Policy manual.

DEFINITIONS:
· Election:  A formal and organized process for Chapter members to elect candidates from the Chapter membership to its Strategic Board.














	Sample Elections process / timeline: 

	

	
1.        7/14     Announce openings 

a.       Past President: email announcement for positions.  

b.      Reminder sent on 8/10.  

c.       These communications are to the board only.

2.       8/15   Nominations – CLOSED

3.       8/17 – all documentation submitted to (PMI - Global) - need to allow at a minimum 10 days set-up time.

4.       9/8   Voting –OPENED – PMI global sent email notification to chapter members

5.       9/22   Voting - CLOSED

6.       9/23   - PMI sends election results

7.       9/23 – Candidates were notified of the results…

8.       10/22 Announcements

a.       Email blast

b.      January Chapter meeting

9.       11/1   Transition













	Email to Board informing open board positions:

	From: Past President [mailto:pastpresident@pmi-madison.org] 

To: Executive Board; Operations Board

Subject: Chapter Positions

Importance: High

	Hello Board,

The intent of this email is to inform you of the board positions that are up to be voted on. As you may or may not be aware various positions are up for elections on a 2 year cycle. The positions that are open in this cycle are as follows:
1. Vice President of …
2. Vice President of …
3. …
4. President – Elect (yearly cycle)
If you are interested in any of these positions – you must submit to me (Past President) by xx/xx/xxxx the following information:
1. The position you are applying for
2. Why you feel you are the best candidate for the position
3. What value/ skills do you have to fill the position
4. What will you do to promote/ elevate the offerings / services in that position for the members?
This does not need to be documented in great detail – but it certainly should provide a view as to what you offer and will do to provide value to the chapter members…

Best of luck to you all,
--
(name of past president)
Pastpresident@pmi-madison.org









	Email sent to PMI:

	(Note-this is to be completed and sent to PMI.  This is the email notification that they send to the chapter members alerting them that the elections are open.  The reminder is the 2nd notification reminding them to vote.)
Launch – (sent first time)

	Dear %%First Name%%,

You are receiving this email because you are a member of the PMI Madison/South Central WI Chapter. Chapter elections have begun and your participation in this process is greatly appreciated. 
Please follow the provided link to access candidate information as well as the opportunity to cast your vote. 

The election period begins <<start and end date/time>> (i.e. Tuesday, September 8 and ends Tuesday, September 22 at 5:00 PM CT).

Ballot Link: https://eballot4.votenet.com/pmichapter
Username: %%User Name%%
Password: %%password%%

Thank you for active participation,

PMI Madison/South Central WI Chapter 
Past-President

	Reminder -

	Dear %%First Name%%,

Thank you for taking part in the election of <<year>> (i.e. 2016) Board members.

The voting site will be open for members until <<end date/time>> (i.e. Tuesday, September 22 at 5:00 PM CT).

Please follow the link below to cast your vote now.

Ballot Link: https://eballot4.votenet.com/pmichapter
Username: %%User Name%%
Password: %%password%%

All information regarding the elections can be found on the chapter's website: http://pmi-madison.org/ 

Thank you!

PMI Madison/South Central WI Chapter
Past-President






	Votenet – Information Required:

	

	1.  Name of ballot/survey.  

PMI Madison South Central Chapter 
2016(must update year) President Elect and Vice- President Elections 

2. Timeframe for election/survey – open date, close date.  

<< Update start and end date/time>>
Open: September 8th, 2015 @ 5 PM Central Time
Close: September 22nd, 2015 @ 5 PM Central Time

3. Instructions to the members’ verbiage – this is the start page of the ballot:

Dear PMI Madison South Central Wisconsin Chapter Member,

Thank you for your interest in taking part in the 2016(must update year) Strategic Board election process.  In this year’s election, we will be electing officers for the following positions:

· President Elect 
· Vice President, ...
· Vice President, ... 
· Vice President, ...

The voting site will be open for members from << Update start and end date/time>>
Tuesday September 8, 2015 through Tuesday, September 22, 2015.

All information regarding the candidates can be found on the chapter’s website, Madison South Central PMI Chapter). Please follow the link from the Homepage.

Don’t forget to vote…every vote counts!  Thank you for your support of the PMI Madison South Central Wisconsin Chapter.


4. Web address you want the voters to be sent to after they confirm their vote:
 Madison South Central PMI Chapter


5. Thank you/confirmation verbiage:
 
Thank you very much for taking the time to submit your vote. Your support PMI Madison South Central Wisconsin Chapter’s 2016(must update year) Strategic Board elections is appreciated. Should you have any questions, please contact (enter current past president name), Chapter Past- President, pastpresident@pmi-madison.org. 


6. Please provide: Candidates Statements – each candidate should have their narrative documented in this section

(Candidates name) – President Elect

Candidate’s narrative-
…
…
…






	This policy was approved by majority Board vote on 12/14/2015.



REVISION HISTORY:

	Date
	Author
	Modifications

	
	
	




[bookmark: _Toc495410883]1.5 Chapter Dissolution

The purpose of this policy is to describe what PMI Madison will do to financially prepare for the possibility of dissolution.
• In the event PMI Madison ceases to operate, any assets that remain after meeting all financial obligations will be donated to the United Way
(Madison)
• The Board of Directors shall ensure that a minimum balance of funds be identified as a “Contingency Reserve”. The funds in this Reserve shall be maintained to cover any possible costs that the Chapter would reasonably incur in the event where dissolution of the Chapter has been deemed required. The amount of the “Reserve” shall be reviewed and if required modified by the Board of Directors on an annual basis. The amount of the “Reserve” shall be identified in the Chapter’s annual financial statements.

This policy was approved by majority Board vote on


[bookmark: _Toc495410884]1.6 PMI/Region 2 Meeting Attendance Criteria

PURPOSE OF THIS POLICY:

Describe PMI Madison/S. Central Wisconsin Chapter’s criteria for selecting Board Members to attend the bi-annual PMI leadership meetings.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

President or President-Elect

THIS POLICY APPLIES TO:

Chapter Board Members

POLICY WORDING:

The purpose of this policy is to 
Eligibility
· LIM conference:  Voting members of the Board are eligible to attend.  
· Region 2 meeting:  All Board Members are eligible to attend.
· Only those that have met the PMI National and PMI Madison Board Member Requirements in the PMI Madison Board Handbook will be eligible for these events.  This includes requirements, responsibilities and duties for Board Members as listed in sections I and II of the handbook.
· The President of the PMI Madison Board will make the final determination of who will be selected to attend.
Considerations (for selection to attend):
· Strategic goals of the PMI Madison Board 
· Agenda and topics for that meeting or conference
· Representation from different areas of the Board

Constraints:
· A budget will be determined each year from the President and the Strategic Board to determine an estimated number of attendees.


This policy was approved by majority Board vote on _____10/3/2011_________________________________


Revision History:


[bookmark: _Toc495410885]1.7 Board Meeting Rights, Meeting Attendance, and Event Discounts

THE PURPOSE OF THIS POLICY

To explain the expectations, responsibilities, and rights of the board positions within PMI Madison/South Central Wisconsin chapter with regards to voting rights, meeting attendance, and event discounts.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY

VP Governance

THIS POLICY APPLIES TO:

Chapter board members only

POLICY WORDING:

	Board Position
	Voting
Rights
	Required to attend board meetings
	Fee
to attend
chapter meetings
	Fee
to attend
PDD Event

	Elected Strategic Board Member
· Past President
· President
· President Elect
· Vice Presidents
	Yes
	Yes monthly.
Director may substitute for VP but no more than two consecutive strategic board meetings and no more than three occurrences in a fiscal year.
	$0
	$0 if volunteering at event

	Appointed Operational Board Member
· Directors
· PDD PM
	No
(Yes if attending for a VP at Strategic meeting)
	Yes quarterly
	$0
	$0 if volunteering at event

	Appointed Operational Board Coordinators and Assistants 
(Appointed by Directors)
	No
	No
	· $0 for Program Coordinators and Assistants
· $10 discount, for all other roles, if working
	$100 discount if volunteering at event

	PDD Team Members

	No
	No
	Full fee
	$0





This policy was approved by majority Board vote on 1/30/13; Revision approved 3/14/14.



Revision History:
	Date
	Modifications

	3/17/2015
	Line item – “$10 discount, if working” modified to “$10 discount, for all other roles, if working”.

	3/14/2014	
	Added Past President to Elected Strategic Board Member list.

	8/5/2013
	Added clarification notes to “Required to attend board meetings” section for Elected Strategic Board Member and “Voting Rights” section for Appointed Operational Board Member.

	3/28/2013
	Renamed policy (was Board Positions Overview), added fee reduction information and changed Policy Wording section to table format for clearer interpretation of policy.





1.8 Technology Improvements 

To establish guidelines around technology improvements.


This policy was approved by majority Board vote on xx/xx/xxxx
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Finance
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THE PURPOSE OF THIS POLICY
The policy is a guide for the officers to submit expenses report for reimbursement.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY
VP Governance and Policy.

THIS POLICY APPLIES TO:
Board members and volunteers submitting expense report for reimbursements

POLICY WORDING:
1. Expense reports must be submitted within two weeks after the return of travel.  Any report submitted after 60 days will not be reimbursed.
2. Meal receipts should include the amount of the tip (if any). A standard tip of up to 20% is allowed. 
3. Alcohol is eligible for reimbursement as part of meal only.
4. Expense reports should indicate the budget owner, purpose and budget line item, and a list of attendees. Meeting minutes can be attached to capture the list of attendees where appropriate (board meetings, etc.)
5. Copies of tickets, invoices, etc. should be provided and will be considered as receipts.
6. Receipts are required for all expenditures requesting reimbursement. The same is required for purchases with the chapter check card. Payment may be delayed until information provided is verified to be correct.
7. All expenses on an expense report should fall into the same budget line item. Expenses for additional budget line items must be submitted on separate expense reports.
8. Failure or deviation from policies set forth will result in the expense report being returned without payment.
9. Mileage is reimbursed per the IRS Standards Mileage Rates for Business.
Note: For more details on travel policy see chapter handbook sections – S. Expense Guidelines and T. Travel Reimbursements.

Expense report template: 

This policy was approved by majority Board vote on12/22/2016; 	
Revision History:
	Date
	Modifications

	
	



The purpose of this policy is to set guidelines for Chapter Expense Reports
and reimbursements.

This policy was approved by majority Board vote 

[bookmark: _Toc495410888]2.2 Check & Receipt Processing

The purpose of this policy is to set guidelines for PMI Madison check and
receipts processing.
Standard Check Process - 
Emergency Check Process
Receipts Process
• 
This policy was approved by majority Board vote on January 12, 2005.


[bookmark: _Toc495410889]2.3 Calling Cards

The purpose of this policy is
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Governance
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PURPOSE OF THIS POLICY:

To provide an understanding of the objectives, make-up and duties of the Audit Committee.


EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

President, President Elect and Board members


THIS POLICY APPLIES TO:

VP Finance.


POLICY WORDING:

Objectives
· Review financial books and make sure that they are in accordance with generally accepted accounting principles.
· Ensure that the financial books are being kept up-to-date on a timely basis.
· Look for opportunities to improve internal financial controls.
Make-up
The Audit Committee should be made up of 3 Board of Directors:
· 2 Board of Directors - any position, who does not have signing authority.
· Vice-President
· Every effort should be made to ensure that there is one returning member on the committee. If that is not possible then ensure that appropriate knowledge transfer takes place.
· Team should be familiar with how organizational activities are reflected in the financial statements.
· Team should have some understanding of the auditing process.
· Team should be willing to match documents, such as expense vouchers to check numbers and donations to bank deposits. 
· However,make sure the candidates being considered are not those engaged in the actual transactions being audited.
Duties
· Meet quarterly to review the financial books:
· Review the deposit book entries and bank statement(s) to make sure they match.
· Review check stubs and ensure that there is a corresponding expense statement.
· Review a representative sample of the expense statements to ensure they follow our accounting principles.

· Ensure monthly bank reconciliation have been completed.
· Review investment account and check withdrawals and deposits.
· Ensure transfers are in accordance with investment policy set by the Board.
· Review existing financial processes looking for improvements and review the audit committee roles and responsibilities.
· VP-Finance to provide a backup of PMI’s financial books  the members of the Audit committee on a monthly basis.
· Review year end financial statement.
· Meet with the external auditor to review the year end statements and discuss any financial process improvements recommended.
· Report findings to the Board of Directors on a quarterly basis.

	The following are items that will most likely be requested for auditing:

	Cash (Checking & Savings Accounts)
· Copies of bank reconciliations as of the fiscal year end
· Bank statements for the month of and month after the fiscal year end
· Cancelled checks, check register, deposits

	Electronic and Online Records 
· More and more, things like receipts and statements are electronic in nature. 
· Credit card statements are acceptable forms of proof, but they must show the name, date, amount and address of the payee and are often limited because they don't detail the business nature of the transaction. 

	Calendars, Diaries, Appointment Books and Logs
· Entry in one of these can help substantiate an expense if it seems reasonable. 


	Travel Records
· Detailed logs on travel expenses.
· Written documentation regarding the specific business purpose for the travel expense along with receipts. 


	Accounts Receivable
· Detailed list of money owed to PMI Madison chapter such as contributions reconciled to general ledger. 

	Prepaid Expenses
· List of prepaid items reconciled to general ledger
· Copies of lease agreements and insurance policies

	Fixed Assets (Property & Equipment)
· List of assets.
· Detailed list of all repairs and maintenance expenses for the fiscal year

	Accounts Payable
· Detailed list of vendors PMI Madison chapter owe money to as of the fiscal year end reconciled to the general ledger
· Access to all invoices not paid as of the fiscal year end

	Accrued Expenses
· List of accrued expenses as of the fiscal year end reconciled to the general ledger

	Deferred Revenue
· List of deferred contributions as of the fiscal year end reconciled to the general ledger

	Debt
· Amortization list which shows principal and interest

	Revenue
· Details of contributions received
· List of revenue and expenses for special events

	Expenses
· List of legal expense and copies of related invoices
· List of functional expenses




	This policy was approved by majority Board vote on 03/09/2015.



Revision History:

	Date
	Modifications

	
	

	
	





[bookmark: _Toc495410892]3.2 Conflict Resolution


PURPOSE OF THIS POLICY:

· Provide consistent and transparent manner by which chapter members and leaders are able to mitigate and resolve conflict at the Chapter (local) level
· Enable chapters to resolve conflict quickly, while still maintaining service/value delivery to members 
· Establish process for information gathering, facilitated dialogue, negotiation of resolution, and acceptance of resolution.


EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP of Governance and Policy

THIS POLICY APPLIES TO:

Chapter members and non-chapter members

POLICY WORDING:

· Chapter Boards have the responsibility and authority to address and resolve requests for conflict resolution.  The board is not authorized or responsible for resolving conflicts that have not been submitted via the local chapter conflict resolution process.
· The Board shall ensure there is a fair and transparent process for resolving conflicts:
· Ensures consistent and regular communication to all and only to the parties involved in the conflict
· There cannot be any “backroom negotiation” – consistent messages given to all parties
· It will respect privacy and confidentiality at all times
· It will provide timely resolution of the conflict
· Ensure respectful communication – preserving relationships; protect personal and professional reputation
· I will uphold interests of the chapter membership at all times during the conflict resolution process.  For example, inappropriate to damage chapter standing or ability to deliver value/service to members during the resolution process
· If the conflict cannot be resolved locally in good faith, the chapter must escalate in accordance with PMI’s Conflict Resolution Program
· The chapter shall ensure there is an elected or appointed Board level role responsible for developing, implementing and monitoring the local conflict resolution process
· The Board is authorized to appoint a neutral party to facilitate resolution in accordance with their local conflict resolution process.
· The chapter shall establish criteria for the board to use in selecting neutral parties (for facilitation):
· Unless otherwise specified under current duties of elected officers (i.e. VP of Governance), the neutral party selected must not hold an elected or appointed position, with exception of Past President
· The neutral party(ies) must Complete a Conflict of Interest form (similar to those the Board completed) to confirm neutrality and a Confidentiality Agreement
· The position is strictly a volunteer role
· Must have demonstrated facilitation skills and emotional intelligence.  Legal skills are not absolutely required

· Does not have to be a member of the chapter
· Must not be a party or related to the dispute in any way
· The facilitator is authorized and required to:  
· Reach out to all named parties in the conflict to conduct information gathering interviews, clarification, request relevant documentation from the Chapter board
· Present a recommendation for resolution for acceptance by the parties and the Board
· Document final agreement (i.e. next steps can be agreed resolution or to escalate) containing official observations and findings
· Regularly report out to the Board liaison (designated person responsible for Governance) and all parties regarding progress
· Upon completion of the facilitation, securely destroy working notes
· The facilitator is released of responsibilities upon delivery of final finding(s) and recommendation(s) and secure destruction of working notes
· The chapter shall establish communications and protocols for members to submit a conflict for resolution:
· Will provide forms to capture and provide consistent information throughout conflict resolution process.  For example, used by facilitator
· It will provide timeline for communications throughout the process 
· It will use consistent templates for communicating progress through the process
· Acknowledge receipt of forms
· What to expect throughout the process
· Introduction of facilitator
· Location and steps for accessing forms/instructions required by the conflict resolution process. 
· The chapter shall establish process for escalating to PMIs CR program in the event local resolution of the conflict is not possible:
· The Board Governance Liaison (whoever is responsible) documents that although a good faith effort was made to resolve the conflict at the chapter level and at least one party requests escalation  
· If one or more parties request escalation, the Board Governance Liaison initiates escalation in accordance with the PMI Conflict Resolution Program and turns over all the facilitator’s official documentation within 15 days
· The chapter shall establish process for information gathering, facilitated dialogue, negotiation of resolution, and acceptance of resolution.


This policy was approved by majority Board vote on:  3/4/14



[bookmark: _MON_1454228936]Conflict Resolution Template: 

Revision History:

PURPOSE OF THIS POLICY:

· Provide consistent and transparent manner by which chapter members and leaders are able to mitigate and resolve conflict at the Chapter (local) level
· Enable chapters to resolve conflict quickly, while still maintaining service/value delivery to members 
· Establish process for information gathering, facilitated dialogue, negotiation of resolution, and acceptance of resolution.


EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP of Governance and Policy

THIS POLICY APPLIES TO:

Chapter members and non-chapter members

POLICY WORDING:

· Chapter Boards have the responsibility and authority to address and resolve requests for conflict resolution.  The board is not authorized or responsible for resolving conflicts that have not been submitted via the local chapter conflict resolution process.
· The Board shall ensure there is a fair and transparent process for resolving conflicts:
· Ensures consistent and regular communication to all and only to the parties involved in the conflict
· There cannot be any “backroom negotiation” – consistent messages given to all parties
· It will respect privacy and confidentiality at all times
· It will provide timely resolution of the conflict
· Ensure respectful communication – preserving relationships; protect personal and professional reputation
· I will uphold interests of the chapter membership at all times during the conflict resolution process.  For example, inappropriate to damage chapter standing or ability to deliver value/service to members during the resolution process
· If the conflict cannot be resolved locally in good faith, the chapter must escalate in accordance with PMI’s Conflict Resolution Program
· The chapter shall ensure there is an elected or appointed Board level role responsible for developing, implementing and monitoring the local conflict resolution process
· The Board is authorized to appoint a neutral party to facilitate resolution in accordance with their local conflict resolution process.
· The chapter shall establish criteria for the board to use in selecting neutral parties (for facilitation):
· Unless otherwise specified under current duties of elected officers (i.e. VP of Governance), the neutral party selected must not hold an elected or appointed position, with exception of Past President
· The neutral party(ies) must Complete a Conflict of Interest form (similar to those the Board completed) to confirm neutrality and a Confidentiality Agreement
· The position is strictly a volunteer role
· Must have demonstrated facilitation skills and emotional intelligence.  Legal skills are not absolutely required
· Does not have to be a member of the chapter
· Must not be a party or related to the dispute in any way
· The facilitator is authorized and required to:  
· Reach out to all named parties in the conflict to conduct information gathering interviews, clarification, request relevant documentation from the Chapter board
· Present a recommendation for resolution for acceptance by the parties and the Board
· Document final agreement (i.e. next steps can be agreed resolution or to escalate) containing official observations and findings
· Regularly report out to the Board liaison (designated person responsible for Governance) and all parties regarding progress
· Upon completion of the facilitation, securely destroy working notes
· The facilitator is released of responsibilities upon delivery of final finding(s) and recommendation(s) and secure destruction of working notes
· The chapter shall establish communications and protocols for members to submit a conflict for resolution:
· Will provide forms to capture and provide consistent information throughout conflict resolution process.  For example, used by facilitator
· It will provide timeline for communications throughout the process 
· It will use consistent templates for communicating progress through the process
· Acknowledge receipt of forms
· What to expect throughout the process
· Introduction of facilitator
· Location and steps for accessing forms/instructions required by the conflict resolution process. 
· The chapter shall establish process for escalating to PMIs CR program in the event local resolution of the conflict is not possible:
· The Board Governance Liaison (whoever is responsible) documents that although a good faith effort was made to resolve the conflict at the chapter level and at least one party requests escalation  
· If one or more parties request escalation, the Board Governance Liaison initiates escalation in accordance with the PMI Conflict Resolution Program and turns over all the facilitator’s official documentation within 15 days
· The chapter shall establish process for information gathering, facilitated dialogue, negotiation of resolution, and acceptance of resolution.


This policy was approved by majority Board vote on:  3/4/14

Revision History:

Conflict Resolution Template
My info:
	Name:

	Mailing Address:

	Phone:

	Fax:

	E-mail:

	PMI Member ID:



My dispute is with:
	Name:

	Mailing Address (if known):

	Phone (if known):

	Fax (if known):

	E-mail (if known):

	PMI Member ID (if known):











In order for us to resolve your conflict quickly and satisfactorily please answer the following questions to the best of your knowledge:
1. Describe conflict in your own words (You can attach additional sheets, if required) 






2. How would you like to communicate? Please select below options to indicate.
a) In – person
b) Conference call
c) Email
d) Any other  _______________________________________

3. Please check below the reasons for approaching the PMI Conflict Resolution Liaison 
A. I tried and unable to resolve, myself.
B. I haven't resolved yet and before going any further, I would like to talk to a chapter officer or liaison.
C. I can resolve myself but I feel going through PMI might save some time.

4. If you already tried to resolve what strategy have you adopted to resolve the conflict?





5. How soon do you wish the conflict to be resolved?



6. Apart from you will anyone from your side participate in conflict resolution?



7. Will you be OK with whatever resolution the chapter liaison provides or suggests, OR do you need a specific resolution of your choice?



8. If a specific resolution is requested, why?









If the conflict cannot be solved to your satisfaction at the chapter level, resolution can be further pursued via the PMI Mediation Process (http://www.pmi.org/~/media/PDF/Get-Involved/Chapter-Conflict-Resolution-Program-Guidelines-Final.ashx).


Member signature: _________________________________ Date:  ___________________________
This form should be returned to [Name]. Any questions may be directed to them at [email] or by calling: [number]. 


[bookmark: _Toc495410893]3.3 Granting Security Access Rights

PURPOSE OF THIS POLICY:

To secure access to chapter documents on -
1. Google Drive (Document Repository)
2. Chapter Website Joomla Drop Files (Google Drive Shortcuts)
3. PMI.org CS (Component System Document Repository)

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP Governance and Policy

THIS POLICY APPLIES TO:

Chapter members.

POLICY WORDING:

1. The Board menu left sidebar on PMI Madison web site is only available after login.
2. Board members will have administrative account access to Joomla.
3. Board members will have access to CRS (Chapter Reporting System).
· Only the President will have Edit access to CS (Component System). Board members can request the President for specific access to documents such as Charter Renewal on CS. President-Elect can authorize in the event that that President is unavailable.
4. President, Past President, President-Elect, all VP positions and directors are created as super users on Joomla.
· Super users will have all permissions  for example - create, view, edit, upload, delete, approve, publish, create events etc
· Super users can decide and grant permissions to their team members. 
5. No confidential information violating privacy or financial information of members or non-members shall be posted to document repository. Privacy would include social security numbers, medical information. Note: Some personal information  shared by members/ non-members themselves or having consent of members / non-members like  personal addresses or email addresses are ok to be posted to document repository. Example: Contact list.
6. All documents if posted should be viewable by all. If not ready to post, they should not be on document repository.
7. Files related to specific areas are managed by respective VPs and directors. VPs or directors  can provide privileges such as publish/ unpublish, approve, delete, edit etc to users for documents they create in their areas.
8. Non-board members may only have view access to docs on Document Repository.
PURPOSE OF THIS POLICY:
To secure access to chapter documents on -
1. Joomla site – Doc Man (Document Repository)
2. PMI.org CS (Component System Document Repository)

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP Governance


THIS POLICY APPLIES TO:

Chapter members.


POLICY WORDING:

9. The Board menu left sidebar on PMI Madison web site is only available after login.
10. Board members will have account to Joomla.
11. Board members will have access to CRS (Chapter Reporting System).
· Only the President will have Edit access to CS (Component System). Board members can request the President for specific access to documents such as Charter Renewal on CS. President-Elect can authorize in the event that that President is unavailable.
12. President, Past President, President-Elect, all VP positions and directors are created as super users on Joomla.
· Super users will have all permissions  for example - create, view, edit, upload, delete, approve, publish, create events etc
· Super users can decide and grant permissions to their team members. 
13. No confidential information violating privacy or financial information is posted to DocMan. Privacy would include social security numbers, medical information, personal addresses or email addresses.
14. All documents if posted should be viewable by all. If not ready to post, they should not be on docman.
15. Files related to specific areas are managed by respective VPs and directors. VPs or directors  can provide privileges such as publish/ unpublish, approve, delete, edit etc to users for documents they create in their areas.
16. Non-board members may only have view access to docs on Document Repository.





REFERENCES:
For guidelines and schedule of securing documents please refer the following two embedded documents – 
1) Retention of Documents Article


2) Chapter Documents Retention Schedule




	This policy was approved by majority Board vote on 06/23/2015.



REVISION HISTORY:

	Date
	Modifications

	
	

	
	




	Date
	Modifications

	04/11/2017
	Purpose of the Policy section is modified and language changed.
Poicy wording #2 modified to “Administrative account access”.
Policy wording #5 modified text “is” to “shall be”.

	09/14/2017
	Modified the langauge to point 5 to be more specific. Replaced text “DocMan” with “Document Repository”. We don’t use DocMan anymore.
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PURPOSE OF THIS POLICY:

The purpose of this policy is to define criteria to respond to members requests for organization help/ support. 
Example: A member requesting PMI Madison Chapter to send out a survey, on behalf, to our members for his/her research study.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:
VP Governance and Policy

THIS POLICY APPLIES TO:
Members

POLICY WORDING:

Objectives
1. Requesting person should be a chapter member or at least a PMI global member.
2. The help/ support requested should be related to project management profession or PMI related. 
3. The member requesting help/ support should clearly state the purpose, objective, goal and mission of the project.
4. PMI Madison Chapter cannot guarantee the results expected by the member.
5. Board reserves the right to decline, cancel or withdraw the request at any time. 
6. PMI Madison Chapter is not responsible for any liabilities arising/ incurred from the project.
a. For example: In case the project undertaken violates copyright laws.
b. Issues arising out of this are the sole responsibility of the member requesting help/ support.
7. Board is not obliged to provide any reason for cancelling / withdrawing help/ support.
8. Member needs to clarify expectations with the PMI Madison Chapter and not assume anything.
a. PMI Madison Chapter will not share information that is not in alignment with the PMI’s vision/ mission/ goal/ values etc. For example:  Survey results cannot be shared based on the gender, race etc. 
9. Member’s submission of request is acceptance of liability.


	This policy was approved by majority board vote on 05/15/2017.



Revision History:


	Date
	Modifications
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PURPOSE OF THIS POLICY:

Provide chapter contact information for chapter positions, set guidelines for how Board members should communicate, including tools to use and timeliness of responses.


EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP Governance


THIS POLICY APPLIES TO:

Chapter Board members.


POLICY WORDING:

8. Chapter E-mail 
	The chapter currently uses Zimbra for e-mail correspondence.

B. To access and manage Zimbra email:
	Please visit: http://zcs.pmi-madison.org/  
· Username is the full user and domain name. Example - President@pmi-madison.org. 
· Password is Welcome123 and should be maintained so when new board members come in to these positions, it makes transition easier.
Note: Please do not change password.
    In case you need to reset Proteon password click Proteon Helpdesk link under Board Menu.
· There is a 2 GB mailbox limit. Remember this email address is the property of the chapter.  
· It should not be used for personal communication, only chapter business.
Setting preferences for forwarding emails:
After login, please set where and how you wish these emails to be forwarded to you. 
· Click Preferences tab that is on the top rightmost.
· Under Receiving Messages section Mail tab is the 2nd from left. 
· Check Forward a copy to: and enter your email id when you want entire email forwarded.
· Check Send notification to: and enter your email id when you want a notification sent.
· Click SAVE that is top left below General tab to save changes.
· You can also change the email signature in preferences.
Check below for email signature format.

9. Chapter Calendar
The chapter calendar resides in Zimbra here and is administered by the VP Administration.
· Every board member should check calendar for upcoming events and inform their team. 
· All Board Meetings and events will be posted in this calendar. 
· Events created are displayed automatically on calendar. 
· Each chapter group should create their events. 
· Example: Administration area would add board meetings events; Programs area would add chapter meeting events.

10. Document Repository
The central repository for board information is located in the chapter's website.  This is accessed by logging into http://www.pmi-madison.org

Once logged in, a board member will have an option in the Board Menu pane called "Document Repository".

11. Individual Board Member E-mail Accounts
E-mail accounts have been created for board members.  Individual board members should set up their board e-mail account to forward e-mail transmissions to their personal account of choice.

12. Timeliness of Responses
D. If an e-mail response is required from the board or board member, please respond within 48 hours of receiving the e-mail request.
a. Email drafting and response guidelines:
i. Make sure the title of the email reflects what the email is communicating.
ii. Please consider who needs to read the communication when determining recipients of emails.
1. Only send to board members who need to review and respond.
2. Do not “Reply All” unless all need to see response.
E. If a question sent to the board or board member needs a response sooner than 48 hours, the originator should state this in the email subject line to the board or board member.  At minimum, send an acknowledgement to the sender that you received their question if you don’t have time to fully respond to the question within the 48 hour or requested timeframe.
F. Special circumstances – If a board member is going to be away on business or vacation, please notify the full board a week prior to the absence – include date range for absence and any other important information you want to share with the board concerning the absence.

13. Email Signature:
	Each individual board member is responsible for setting up their own chapter e-mail signature.  	Guidelines for creating a chapter e-mail signature are as follows:

The font should be Professional and size 12.

[Your Name]
[Role]
PMI Madison /South Central Wisconsin Chapter
Cell: [xxx-xxx-xxxx]
Email-Id: xxx@pmi-madison.org
Website: http://www.pmi-madison.org

Ask me about joining!
[image: image001.png]

Below is an example signature: 

Ashok Diggavi
Governance Coordinator
PMI Madison /South Central Wisconsin Chapter
Cell: 262-416-xxxx
Email-Id: governancecoordinator@pmi-madison.org
Website: http://www.pmi-madison.org

Ask me about joining!
[image: image001.png]

14. Chapter E-mail Distribution Lists

	The chapter currently has seven (7) e-mail distribution lists for e-mail communications to smaller 	groups within the Chapter Board.  The following groups have distribution lists:

· Executive Board
· Operations Board
· Technology Team
· Communications Team
· PDD Team
	
	The following tables contain board e-mail addresses and the distribution lists in which they are 	organized. 

E. Executive Board (Strategic Board)
	
	Distribution Address: ExecBoard@pmi-madison.org 
Below is the list of individual accounts associated with the Executive Board (Strategic Board) distribution list:
	Executive Board Position
	Email

	President
	President@pmi-madison.org

	President Elect
	President_elect@pmi-madison.org

	Past President
	PastPresident@pmi-madison.org

	VP Administration
	VP-Administration@pmi-madison.org

	VP Governance
	VP-Governance@pmi-madison.org

	VP Finance
	VP-Finance@pmi-madison.org

	VP Professional Development
	VP-ProfDevelopment@pmi-madison.org

	VP Technology
	VP-Technology@pmi-madison.org

	VP Marketing and Outreach
	VP-Outreach@pmi-madison.org

	VP Membership
	VP-Membership@pmi-madison.org


F. Operations Board
	Distribution Address: opsboard@pmi-madison.org 
	This distribution includes accounts on the Executive Board (Strategic Board) in addition to the accounts 	listed below:
	Operations Board Positions
	Email

	Director Finance
	FinanceDir@pmi-madison.org 

	Director Educational Events
	Dir-EdEvents@pmi-madison.org 

	Director Mentorship
	Dir-Mentorship@pmi-madison.org 

	Newsletter Editor
	newsletter@pmi-madison.org

	Bounced Newsletters
	bounce@pmi-madison.org

	PDD PM
	PDDPM@pmi-madison.org 

	Event Registration Admin
	registration@pmi-madison.org

	Webmaster
	webmaster@pmi-madison.org

	Director Volunteering
	Dir-Volunteer@pmi-madison.org 

	Director Programs
	Dir-Programs@pmi-madison.org 

	Director Communications
	Dir-Communications@pmi-madison.org 

	Director Member Relations
	Dir-MemberRelations@pmi-madison.org 

	Director Community Outreach
	Dir-CommunityOutreach@pmi-madison.org 

	Director Educational Outreach
	Dir-EdOutreach@pmi-madison.org 

	Mentorship Coordinator
	mentorshipcoordinator1@pmi-madison.org 

	Director Professional Outreach
	Dir-ProfOutreach@pmi-madison.org 

	Director Technology Website
	Dir-TechnologyWebsite@pmi-madison.org

	Director Sponsorship Advertising
	Dir-SponsorshipAdvertising@pmi-madison.org  

	Programs Coordinators
	ProgramCoordinator1@pmi-madison.org; ProgramCoordinator2@pmi-madison.org;
ProgramCoordinator3@pmi-madison.org; 

	Social Media Administrators
	SocialMediaAdmin1@pmi-madison.org;
SocialMediaAdmin2@pmi-madison.org;

	Educational Events Coordinators
	EdEventsCoordinator1@pmi-madison.org; 
EdEventsCoordinator2@pmi-madison.org;

	Governance Coordinator
	GovernanceCoordinator@pmi-madison.org;

	Administration Coordinator
	Administrationcoordinator@pmi-madison.org;

	Secretary
	secretary@pmi-madison.org

	Postmaster
	postmaster@pmi-madison.org



G. Technology Team

	Distribution Address: technology@pmi-madison.org 
Below is the list of individual accounts associated with the Technology Team distribution list:
	Technology Team Positions
	E-mail

	VP of Technology
	VP-Technology@pmi-madison.org

	Director Technology/Website
	Dir-TechnologyWebsite@pmi-madison.org

	Webmaster
	webmaster@pmi-madison.org

	Event Registration Administrator
	registration@pmi-madison.org


H. PDD Team
	Distribution Address: pddteam@pmi-madison.org 
The PPD Team e-mail distribution list is reserved for individuals assisting with planning, organizing, and facilitating the PDD Professional Development Day.  This list changes recipients on a yearly basis, as needed.



	This policy was approved by majority Board vote on 6/29/13.



Revision History:

	
	

	
	





	
	

	
	

	[bookmark: _GoBack]Date
	Modifications

	14th Aug 2014
	1. Executive Board email ids were updated.
2. PMI-MAD Operations Board email ids were updated.
3. Calendar now resides on Zimbra instead of Google.
4. Document Repository is on PMI website.
5. Added Email Signature.

	10th Sep 2014
	Added PMI logo at the end of the signature. Also, the font is changed from Calibri(Body) to Professional.

	20th June 2015

	1. Updated all e-mail addresses
2. Created sub-headings for e-mail distribution lists
3. Moved communication guidelines to front of policy
4. Dropped contact groups Eventsteam@pmi-madison.org and board@pmi-madison.org.
5. Re-named VP Outreach to VP Marketing and Outreach. 


	18th July 2016
	1. Added Audit Committee distribution list.
2. Updated password section.
3. Updated operational board contact id
4. Added section E. Audit Committee

	9th Oct, 2017
	This 2017 summer planning meeting it was decided that this policy should belong to Governance area. Moved from Administration to here (Governance area) and renumbered the policy from 1.1 to 3.5.
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Membership

[bookmark: _Toc495410897]4.1 Group Discounts & Pricing

The purpose of this policy is to describe in what circumstances group
discounts may be given by PMI Madison.



This policy was approved by majority Board vote on 



[bookmark: _Toc495410898]4.2 Guidelines for Volunteer Recognition


THE PURPOSE OF THIS POLICY

This policy provides guidelines for volunteer recognition.


EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY

VP Governance and Policy

THIS POLICY APPLIES TO:

Chapter volunteers

POLICY WORDING:

1. Recognition can be in any form. Example: Purchasing gift cards.
2. A volunteer cannot exceed $500 in benefits in a year.
3. Event volunteers are not eligible for prize drawings.  Strategic or Operational Board members are never eligible for prize drawings.
POLICY WORDING specific to PDD:
4. Recommendation on gift cards (should be included in President Elect’s budget for PDD):
a. team members ($25)
b. team leads ($50)
c. PDD PM ($100)
5.  A letter and contribution certificate will be sent to each volunteer’s employer.



	This policy was approved by majority Board vote on 07/25/2015 



Revision History:
	Date
	Author
	Modifications

	
	
	



The purpose of this policy is to set guidelines for awarding PDUs for
committee work as well as recognizing volunteerism throughout the PMI
Madison Chapter.

Definition of a volunteer
Is any person who contributes uncompensated time to the chapter in an
effort to help the chapter reach its organizational goals.
Volunteers will receive PDUs for volunteering on committees if they meet
the following criteria:

This policy was approved by majority Board vote on 7/25/2015



[bookmark: _Toc495410899]4.3 Student Membership Discount



PURPOSE OF THIS POLICY:

The policy describes eligibility criteria for a student to become chapter member and receive membership discount.



EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP of Governance and Policy


THIS POLICY APPLIES TO:

Students who wish to become chapter member.


POLICY WORDING:

· Student members must first be reviewed and approved for eligibility by PMI GOC.
· To be a chapter member a student must hold PMI student membership.
· To qualify for PMI Student membership the student must be enrolled as a full-time student in an undergraduate or graduate degree program from an accredited or globally equivalent college or university.
· Student Members shall have voting rights.
· Student Members shall not be entitled to hold any elected office in the Institute, except that Student Members may hold office and vote within a PMI Chapter, as may be granted in the Chapter Bylaws.
· Student membership enrollment is all year round and the membership discount price $15 applies at the beginning of a given month.



This policy was approved by majority Board vote on 17th June 2014

Revision History:
PURPOSE OF THIS POLICY:

The policy describes eligibility criteria for a student to become chapter member and receive membership discount.



EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP of Governance and Policy


THIS POLICY APPLIES TO:

Students who wish to become chapter member.


POLICY WORDING:

· Student members must first be reviewed and approved for eligibility by PMI GOC.
· To be a chapter member a student must hold PMI student membership.
· To qualify for PMI Student membership the student must be enrolled as a full-time student in an undergraduate or graduate degree program from an accredited or globally equivalent college or university.
· Student Members shall have voting rights.
· Student Members shall not be entitled to hold any elected office in the Institute, except that Student Members may hold office and vote within a PMI Chapter, as may be granted in the Chapter Bylaws.
· Student membership enrollment is all year round and the membership discount price $15 applies at the beginning of a given month.




This policy was approved by majority Board vote on _______17th June 2014________________________

Revision History:
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Outreach

[bookmark: _Toc495410901]5.1 External Chapter Presentations


The purpose of this policy is to set guidelines for development and delivery
of Chapter Presentations.




[bookmark: _Toc495410902]5.2 Corporate Sponsor Program

PURPOSE OF THIS POLICY

This policy outlines the details of the chapter’s corporate sponsorship program.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY

Vice President of Marketing & Technology


THIS POLICY APPLIES TO:

This policy applies to chapter members and non-members.

POLICY WORDING

The PMI Madison SC WI Chapter welcomes sponsorship to support a common goal of enhancing project management knowledge, accreditation, development and practice for our members, the profession and the community.

We offer two levels of corporate sponsorship at most chapter events (does not include Professional Development Day):

Gold Sponsorship

Gold Sponsorship fee can be in the form of one or more of the following:
· Provide a location for a chapter event free of charge
· $500 cash donation
· In-kind donation of food and refreshments

Gold Sponsorship Benefits include:
· Display sponsor logo and link on PMI chapter website for 6 months
· Sponsor listed in Corporate Sponsor section of Chapter newsletter for 6 months
· Sponsor logo printed on meeting/event materials
· Sponsor provided space at sponsored meeting/event to present materials and meet with attendees
· Recognition as sponsor at beginning of event and given time on the agenda

Silver Sponsorship

Silver Sponsorship fee can be in the form of one or more of the following:
· $250 cash donation
· In-kind donation of refreshments

Silver Sponsorship Benefits include:
· Display sponsor logo and link on PMI chapter website for 3 months
· Sponsor listed in Corporate Sponsor section of Chapter newsletter for 3 months
· Sponsor logo printed on meeting/event materials
· Sponsor brochures/information available at sponsored meeting/event
· Recognition as sponsor at beginning of event

In addition, all corporate sponsors are welcome to conduct a raffle/prize drawing at the conclusion of the event.

Corporate Sponsorship Acceptance and Material Guidelines:

Acceptance: 
· Corporate sponsorship may be offered by any organization or individual.
· The PMI Madison/South Central Wisconsin Board of Directors reserves the right to reject any offered corporate sponsorship.

Materials/Brochures: 
· Materials must be of professional appeal or of interest to the members of the PMI Madison/South Central Wisconsin chapter members.
· Sponsor logo and website link will appear on the PMI Madison/South Central WI website at www.pmi-madison.org. It is recommended that the logo be based on the Corporate Sponsor’s company logo. Logo/image can be no larger than 1” x 1” and should be in either .gif or .jpg format. Space required for the image should be no more than 1 MB. The image size and resolution may be reduced by PMI Madison/South Central WI for placement on the website.  


This policy was approved by majority Board vote on 2/5/13.

Revision History:
PURPOSE OF THIS POLICY

This policy outlines the details of the chapter’s corporate sponsorship program.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY

Vice President of Marketing & Technology


THIS POLICY APPLIES TO:

This policy applies to chapter members and non-members.

POLICY WORDING

The PMI Madison SC WI Chapter welcomes sponsorship to support a common goal of enhancing project management knowledge, accreditation, development and practice for our members, the profession and the community.

We offer two levels of corporate sponsorship at most chapter events (does not include Professional Development Day):

Gold Sponsorship

Gold Sponsorship fee can be in the form of one or more of the following:
· Provide a location for a chapter event free of charge
· $500 cash donation
· In-kind donation of food and refreshments

Gold Sponsorship Benefits include:
· Display sponsor logo and link on PMI chapter website for 6 months
· Sponsor listed in Corporate Sponsor section of Chapter newsletter for 6 months
· Sponsor logo printed on meeting/event materials
· Sponsor provided space at sponsored meeting/event to present materials and meet with attendees
· Recognition as sponsor at beginning of event and given time on the agenda

Silver Sponsorship

Silver Sponsorship fee can be in the form of one or more of the following:
· $250 cash donation
· In-kind donation of refreshments

Silver Sponsorship Benefits include:
· Display sponsor logo and link on PMI chapter website for 3 months
· Sponsor listed in Corporate Sponsor section of Chapter newsletter for 3 months
· Sponsor logo printed on meeting/event materials
· Sponsor brochures/information available at sponsored meeting/event
· Recognition as sponsor at beginning of event

In addition, all corporate sponsors are welcome to conduct a raffle/prize drawing at the conclusion of the event.

Corporate Sponsorship Acceptance and Material Guidelines:

Acceptance: 
· Corporate sponsorship may be offered by any organization or individual.
· The PMI Madison/South Central Wisconsin Board of Directors reserves the right to reject any offered corporate sponsorship.

Materials/Brochures: 
· Materials must be of professional appeal or of interest to the members of the PMI Madison/South Central Wisconsin chapter members.
· Sponsor logo and website link will appear on the PMI Madison/South Central WI website at www.pmi-madison.org. It is recommended that the logo be based on the Corporate Sponsor’s company logo. Logo/image can be no larger than 1” x 1” and should be in either .gif or .jpg format. Space required for the image should be no more than 1 MB. The image size and resolution may be reduced by PMI Madison/South Central WI for placement on the website.  


This policy was approved by majority Board vote on 2/5/13.

Revision History:



[bookmark: _Toc495410903]5.3 Supporting Events by External Providers


PURPOSE OF THIS POLICY:

This policy applies when an external vendor requests that the chapter support an educational event that the vendor provides.   This support can consist of one or more of the following requests 
· Publicizing the event in any of the chapter communication forums, including (but not limited to) the website, newsletter or chapter meetings.  
· Email blast about event to members
· Coordinating facilities for the event
· Handling registration for the event

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP Professional Development

THIS POLICY APPLIES TO:

Both chapter members and non-members.

POLICY WORDING:

The strategic board must approve all requests for supporting an event, using the following guidelines: 
· No event will be supported that takes place within 60 days (before or after) the Chapter’s annual Professional development day.   
· The event must be consistent with the purpose and mission of the Chapter
· Course offering must be PMI certified for PDUs
· The event to be sponsored is not redundant with an existing Chapter offering 
· The Chapter will receive 50% of all fees charged for the event
· Directors of impacted areas agree to provide necessary support.  Depending on the nature of the request, this may include: 
· Communications  - publicity and other support
· Membership – registration support
· Programs – speaker coordination
· Professional Development – event coordination



	This policy was approved by majority Strategic Board vote on 03/03/2012.



REVISION HISTORY:

	Version
	Date
	Author(s)
	Comments

	0.1
	9/9/15
	ashok diggavi
	Changed font to “Calibri” and formatted to be consistent with other polices.
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Professional Development

[bookmark: _Toc495410905]6.1 Cancellations


Purpose:
 
The purpose of this policy is to set expectations and provide instructions for individuals who cancel their registration to chapter events.  This policy needs to be communicated in the registration process for these events and on the chapter website.

This applies to both chapter members and non-members.

Policy wording:

CHAPTER MEETING REGISTRATION, REFUND AND CANCELLATION POLICY: 
REFUND/CANCELLATION POLICY:  Due to the costs associated with hosting and catering this event, the chapter is unable to provide refunds for registrations canceled after 5 DAYS BEFORE THE EVENT. You are always welcome to substitute another individual to attend in your place.
The name of the person who will be attending in your place must be substituted via the chapter registration system or if registration has closed, via email to membership@pmi-madison.org .  

PMP PREP CANCELATION POLICY
PMP PREP CANCELATION POLICY: Due to the costs associated with this event, the chapter expects members who have registered, but can no longer attend to find a suitable substitute.  Registration fees will be forfeited if you are unable to attend and do not find a substitute.
The name of the person who will be attending in your place must be substituted via the chapter registration system or if registration has closed, via email to ed_events@pmi-madison.org . 

PDD REFUND/CANCELATION POLICY
PDD REFUND/CANCELLATION POLICY:  Due to the costs associated with this event, the chapter is unable to provide refunds for registrations canceled after 14 DAYS BEFORE THE EVENT. You are always welcome to substitute another individual to attend in your place.
The name of the person who will be attending in your place must be substituted via the chapter registration system or if registration has closed, via email to membership@pmi-madison.org

This policy was approved by majority Board vote on 12/5/2011

The purpose of this policy is to set expectations and provide instructions for individuals who cancel their registration to chapter events.  This policy needs to be communicated in the registration process for these events and on the chapter website.
Policy wording:

CHAPTER MEETING REGISTRATION, REFUND AND CANCELLATION POLICY: 
REFUND/CANCELLATION POLICY:  Due to the costs associated with hosting and catering this event, the chapter is unable to provide refunds for registrations canceled after 5 DAYS BEFORE THE EVENT. You are always welcome to substitute another individual to attend in your place.
The name of the person who will be attending in your place must be substituted via the chapter registration system or if registration has closed, via email to membership@pmi-madison.org .  

PMP PREP CANCELATION POLICY
PMP PREP CANCELATION POLICY: Due to the costs associated with this event, the chapter expects members who have registered, but can no longer attend to find a suitable substitute.  Registration fees will be forfeited if you are unable to attend and do not find a substitute.
The name of the person who will be attending in your place must be substituted via the chapter registration system or if registration has closed, via email to ed_events@pmi-madison.org . 

PDD REFUND/CANCELATION POLICY
PDD REFUND/CANCELLATION POLICY:  Due to the costs associated with this event, the chapter is unable to provide refunds for registrations canceled after 14 DAYS BEFORE THE EVENT. You are always welcome to substitute another individual to attend in your place.
The name of the person who will be attending in your place must be substituted via the chapter registration system or if registration has closed, via email to membership@pmi-madison.org



This policy was approved by majority Board vote 12/5/2011



[bookmark: _Toc495410906]6.2 Event Rates for Non-Members

The purpose of this policy is to describe when PMI Madison will allow non-members to receive member rates on events.
• Non-members will be required to pay non-member rates if they are not a
PMI Madison member at the time they are registering for a PMI Madison event.
• If the non-member becomes a PMI Madison member within 60 days of the event, the new member may apply for a refund for the difference between the member and non-member rate for the event.
• The Membership Director will verify that the member applied and was awarded membership within 60 days following the event

Exceptions to this policy can be made at the discretion of a Director.


This policy was approved by majority Board vote 



[bookmark: _Toc495410907]6.3 Career Opportunity Posting Guidelines


THE PURPOSE OF THIS POLICY
Offering relevant opportunities related to project management and business analyst professions as a value to our membership at the chapter meetings.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY
VP Governance and Policy.

THIS POLICY APPLIES TO:
VP Professional Development, VP Technology and Job posting employers

POLICY WORDING:
1. Job offers will be shared at chapter meetings.
2. Only jobs related to project management / business analysis are allowed.
3. The employer shall be responsible for the accuracy, and completeness of any job postings that are placed at the chapter meetings.
4. Job posting employers should present their job offerings to be reviewed by VP Prof. Development team and added to the presentation slide deck at a chapter meeting selected. A board member will mention the job offerings at the Chapter meeting.
5. Our PMI Madison South Central Wisconsin chapter assumes no responsibility or liability for any personnel selected by the employer and the employer agrees that any selection, retention or hire of any individual or entity is based solely on their investigation, verification and determination that such hire is suitable for their company's purposes.
6. The employer agrees to hold harmless PMI Madison South Central Wisconsin chapter from any claims, damages or losses incurred by the employer, their company or any other party.
7. Our Chapter reserves the right to refuse or remove job posting(s) if they appear fraudulent or contain questionable content. Contents that are not in the interest of the chapter business, not complying with local State laws or PMI global.
8. Only employers which adhere to state and federal guidelines regarding equal opportunity hiring policies will be permitted to offer jobs at our chapter meetings.
9. The following information is required to post a project management or business analyst job opportunity. 
a. Submitter's Name
b. Company Name
c. PMI ID # (if member)
d. E-mail address
e. Company address
f. Job Position/Title
g. Brief Job Description (50 words or less)
h. Job Location
i. Job Salary Range (optional)
j. Contact Information (Name, address, e-mail, telephone number)
10. Job listings will not be offered on our website


This policy was approved by majority Board vote on xx/xx/xxxx; 



Revision History:
	Date
	Modifications

	
	



The purpose of this policy is to provide guidelines for advertising career
opportunities on our web-site. The objective of this policy is to allow
employers and not for profit organizations to advertise project management
careers/opportunities in our province.
Details
• 
General Procedure


This policy was approved by majority Board vote on 



[bookmark: _Toc495410908]6.4 Speaker Agreement

PURPOSE OF THIS POLICY:

To provide guidelines for establishing contracts that is clear and consistent agreements between PMI Madison Chapter and Speaker.


EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:

VP of Professional Development, President-Elect and VP of Governance and Policy


THIS POLICY APPLIES TO:

VP of Professional Development, PDD Project Manager and Speakers.


POLICY WORDING:
1. Speaker will acknowledge that he/she will act in the capacity of an independent contractor and not as an member of PMI Madison Chapter.  You will take all necessary steps to preserve and ensure this status.
2. Speaker will provide an electronic copy of presentation at least 2 weeks prior to the presentation that will be placed on our PMI Madison Chapter website.
3. If accident, illness or any other Act of God forces the speaker or PMI Madison Chapter to cancel the presentation then neither party shall be responsible for any payments.
4. The PMI Madison Chapter may, up to 30 days before the scheduled presentation, cancel or reschedule it without obligation.
5. Speaker should inform PMI Madison Chapter at least 2 weeks in advance for any request in changes to the presentation.
6. PMI Madison Chapter may provide one dinner on the night before or the night of the presentation up to $50. 
7. Speaker shall be responsible for making his/her own travel arrangements to/from Madison.  The speaker will assume the cost unless otherwise agreed upon in writing.  
8. PMI Madison Chapter should check if speaker is coming to Madison on multiple purposes. If yes, then request a split in the cost.  
9. PMI Madison Chapter must receive the invoice supported by receipts no later than 30 calendar days after the presentation or forfeit reimbursement of those expenses.
10. PMI Madison Chapter should inform speaker about no self-promotion and PMI guidelines.
11. All expenses must be cleared in advance through the Director of Programs or PDD PM as appropriate.
12. PMI Madison Chapter will confirm the venue and date information in the contract.
13. Survey results should be reviewed and scores checked for future considerations. 
a. A score below 4 (fair) is unfavorable and Speaker may or may not be considered for another PMI speaking engagement, to include PDD and Chapter Meetings, for a minimum of 2 years.

Specific to PDD speakers:
1. Keynote speaker and Keynote speaker budget will be determined,  approved by the Board a minimum of 60 days prior to the event.  
2. The PDD Program Manager will be provided a workshop speaker budget, predetermined by the Board with input from Finance.  Prior to finalizing workshop speakers,  Finance will review and compare with budget and give comments. The PDD Program Manager will provide a spreadsheet with speaker names, assigned workshops and associated fees.   All PDD speakers must have a contract. 
a.  Copies of contracts should be sent to VP of Finance and President Elect upon signature.
3. PDD speakers should estimate their expenses and include that amount on the contract.  The speaker is paid for their fee and expenses at the PDD.  Payment and terms will be included in the contract.
4. Any special requests or accomodations needed such as sound checks, AV needs or other logistical needs should be addressed as part of speaker negotiations and outlined in the speaker contracts.  
5. PDD Speaker Team Lead can sign the contract if the amount is less than or equal to $2000. Contracts exceeding this amount must be signed by President-Elect.

Liability:
1. PMI Madison Chapter is not responsible or liable for any damages or loss of items incurred by the Speaker.
2. PMI Madison Chapter members will help / assist the Speaker in setting up the presentation items. In the event Speaker’s any item is damaged or lost PMI Madison Chapter or the PMI Madison Chapter members are not responsible and not liable to pay for any damages or losses incurred by the speaker.
3. No compensation is paid for any damages or loss of items incurred by the Speaker.

AUTHORITY:
· 2014 Policy Manual for PMI Chapters.
· PMI Madison S/Central WI Chapter Charter Agreement.
· PMI Global Guide to Organizing a PMI Chapter Conference 

SUPPORTING DOCUMENTS:
· Chapter Operations Handbook  
· Chapter Procurement Policy and processes







SPEAKER AGREEMENT LETTER TEMPLATES:




		



	This policy was approved by majority Board vote on 07/25/2015.



REVISION HISTORY:

	Date
	Author
	Modifications

	11/5/2015
	ashok Diggavi
	Added a section on “Liability”.

	
	
	






[bookmark: _Toc495410909]6.5 PMP Prep Class Instructor Evaluation


PURPOSE OF THIS POLICY:
To provide guidelines for evaluating and appointing PMP prep classes instructors

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:
VP Governance and VP Professional Development

THIS POLICY APPLIES TO:
PMI Madison / South Central PMP Prep Class

POLICY WORDING:

Instructor Selection
1) Returning Instructors who have achieved and maintained a 4+ course evaluation rating from their class students (on a 1 – 5 scale) shall be given preference on a first-come, first served basis.
a) This is determined by the date of their application to the Instructor position in VRMS
2) Returning instructors who achieve and maintain a 3.1+ course evaluation rating will then be considered
3) New instructors will be added to fill out the remaining need based on a first-come, first-served basis

Expectations of the PMP Prep Class Lead (Board appointed Director):
1) Ensure that instructors of courses intended for PDU credits possess an active PMP credential and have received their materials 3 weeks before the scheduled course date.
2) Survey results should be reviewed and scores checked for future consideration of Chapter returning instructors 
a) A score of Fair (3.0) or below is not good and will not be considered in that knowledge area for another at least 2 years
b) A score of Good and above (3.1+) is considered eligible to teach additional sessions
3) Based on class evaluation, follow up with Instructors on specific reasons for not delivering as expected

Expectations of PMP Prep Class Instructors
1) An Instructor will inform the PMP Prep Class Lead in advance of his/her absence and suggest a substitute so the students don’t suffer loss of classes. 
a) It is preferred that they inform at least 2 weeks in advance to allow time for a replacement


	This policy was approved by majority Strategic Board vote on 07/25/2015.



REVISION HISTORY:

	Version
	Date
	Author(s)
	Comments

	0.1
	6/9/15
	Ashok Diggavi, Ann Lynch
	Original draft on Expectations

	0.2
	6/10/15
	Tom Winchell
	Added Instructor Selection section

	0.3
	7/25/2015
	Kristie Sands
	Reviewed and approved during Board Summer Planning meeting.



This policy was approved by majority Board vote on 7/25/2015




[bookmark: _Toc495410910]6.6 Fee Reduction for Volunteers


The purpose of this policy is to set guidelines for reducing fees for
volunteers at PMI Madison events.

• At the discretion of the Director, volunteers on committees, who put in a
significant effort (+ 20 hours) in planning/running the event, may have
their fees reduced to the actual cost per person as determined by the
Director.
• The Board must approve all other requests for reducing fees/costs for
attendance by volunteers to PMI MADISON events.







This policy was approved by majority Board vote on 
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14.1 [bookmark: _Toc495410912]Technology Requests


PURPOSE OF THIS POLICY

The purpose of this policy is to ensure that:
· Strategic and operational Board members as well as chapter members receive consistent high quality assistance.
· Have an easy and common interface for receiving assistance which does not require a change in habit.  	Comment by Whipple, Kendra D, CPCU, PMP: An easy and common…
· Request servicing Board members have a single but collaborative version of request allowing for consistent, timely and quality response to requestors.	Comment by Whipple, Kendra D, CPCU, PMP: Do we need “request”	Comment by IT Group: We are servicing the board member’s requests. So we could phrase “Servicing Board member’s requests through a single but collaborative version of the request allowing….”	Comment by IT Group: 

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY
	VP of Technology 

THIS POLICY APPLIES TO:
PMI Madison Chapter Board and Members

POLICY WORDING

Who Can create request tickets:
3. Board members may create a request ticket
4. Chapter members may create a request ticket
5. Non-chapter members may create a request ticket
How to create a request ticket:
There are two ways to create a request ticket
1. Navigate in a web browser of choice to the ticket request creation web page at https://pmimadison.on.spiceworks.com/portal   or Go to Chapter menu on the web site and click Help Desk (Currently not visible to the public)
2. Send an email to help@pmimadison.on.spiceworks.com 
NOTE: Apply urgent request policy to urgent requests if using portal

Urgent Request Treatment:
Urgent requests are requests with an immediate need (less than 24 hours). It is to be noted that normally people do not place due dates on requests, so rules must be in place to assure we apply the correct urgency to requests. The correct urgency would be governed by the below Request Management expectations.
1) Board Members should always follow-up with a Phone call to the VP of Technology to confirm urgency if standard request management expectations are not acceptable
2) It is assumed that if no due date is requested, then best effort within request management expectations should be expected.
Request Management Expectations
· A request tickets will have a first response within 24 hours 
· A request tickets will have a close goal of 7 days unless a specific due date has been negotiated with requestor or ticket is a project need
· A request ticket will be considered abandon if requestor has been contacted three times with no response and may be closed if appropriate (there is no need other than the requestors need).
· It is not mandatory for request admins to use the ticket management system to managed tickets as they can be 100% worked through email, if desired. It is advisable not to use this method though as there is value in the tools the ticket management system provides. 
Non-Technology Requests
· If a chapter member or non-chapter member creates a non-Technology request, the technology team can either invite and assign the ticket to the non-technology team member or forward the ticket information in an email to the appropriate board member and close the ticket. 	Comment by Whipple, Kendra D, CPCU, PMP: Can 	Comment by Whipple, Kendra D, CPCU, PMP: 
· NOTE: We can create unlimited ticket manager logins meaning all board member positions can have logins to the ticket system creating a unified board, but this is not mandatory.
· NOTE: Other departments may have their own ticket system organization within Spiceworks if desired. A separate organization would allow for compartmentalized preferences, categories and information. But would also reduce collaboration.
Request for ticket administration Access
To become a Request ticket administrator the following would be required.
· A VP of an area should create a request ticket requesting a Spiceworks admin account with “pmimadison” organization access for the email address you would like to use when getting request notifications. 
· Specify the type of access. 
(1) Admin – access to all settings preferences and organizations.
(2) Tech – access to only requests assigned to your account.
· Once account is created, the new user will receive an Instructional email on setting their password and getting started.

Multiple Organization Options
· An Organization allows us to have a unique help desk for specific events. This can be useful when working with PDD allowing for simple compartmentalized assistance to end members providing a professional consistent experience.
· Creating organizations are easy, and each organization may have their own users and preferences to create a custom experience to end users.

AUTHORITY:
4. PMI Madison Chapter Bylaws (Article III, V, VI).
5. PMI Chapter Policy manual.

DEFINITIONS:
· Ticket:  A representation of a request for chapter resources. May be any Need or Category.
· Status: The status of the request may be Open or Closed. 
· Open implies the person who requested the assistance has not signed off on assistance being completed, or has abandon responding. 
· Closed means the requestor has accepted work completed or has abandoned request.
· Assigned to: The human responsible for fulfilling the request at its current status.
· Need: The need is the type of requested. Something is Broken, Question,Suggestion, Request; Project, Unspecified. This helps drive urgency. Broken items are always a top priority for the team providing service. All others are based on either an ETA if a hard deadline exists, or first come, first serve based on bandwidth availability.
· Category: Categories relate to the human resources required to apply effort to request along with the area of need.
· Priority: The urgency of the ticket. High, Medium, Low
· Due Date: Represents the date which requested should be closed. Closed required requestors confirmation of completed work.
· CC’ed Users: Other people may be included in a request as many as needed. Normally stakeholders.

SAMPLE TICKET PROCESS
	Timeline: 

	1. 7/14 - Request email sent to help@pmimadison.on.spiceworks.com  regarding a bad web page link
a. 2 hour later – PMI chapter Help Desk admin replies to request through system that request has been received with an expectation to solve issue in two days or less.
b. Help desk works with Proteon to have web site link fixed  
2. 7/15 - Proteon notifies Help desk of issue resolution
a. Help desk notifies requestor that issue has been resolved and closes ticket once requestor has confirmed their issue has been resolved.



	Example Ticket Creation:

	[image: ]






	Email sent to Requestor:

	[image: ]



	Email Sent to Help Desk Staff:

	[image: ]



	This policy was approved by majority Board vote on TBD



REVISION HISTORY:

	Date
	Author
	Modifications

	2016.07.22
2016.08.05
	Jay Walker
Jay Walker
	Creation of Draft Policy
Updates based on Kendra Whipple’s feedback





This policy was approved by majority Board vote on 
PURPOSE OF THIS POLICY

The purpose of this policy is to ensure that:
· Strategic and operational Board members as well as chapter members receive consistent high quality assistance.
· Have an easy and common interface for receiving assistance which does not require a change in habit.  	Comment by Whipple, Kendra D, CPCU, PMP: An easy and common…
· Request servicing Board members have a single but collaborative version of request allowing for consistent, timely and quality response to requestors.	Comment by Whipple, Kendra D, CPCU, PMP: Do we need “request”	Comment by IT Group: We are servicing the board member’s requests. So we could phrase “Servicing Board member’s requests through a single but collaborative version of the request allowing….”	Comment by IT Group: 

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY
	VP of Technology 

THIS POLICY APPLIES TO:
PMI Madison Chapter Board and Members

POLICY WORDING

Who Can create request tickets:
6. Board members may create a request ticket
7. Chapter members may create a request ticket
8. Non-chapter members may create a request ticket
How to create a request ticket:
There are two ways to create a request ticket
3. Navigate in a web browser of choice to the ticket request creation web page at https://pmimadison.on.spiceworks.com/portal   or Go to Chapter menu on the web site and click Help Desk (Currently not visible to the public)
4. Send an email to help@pmimadison.on.spiceworks.com 
NOTE: Apply urgent request policy to urgent requests if using portal

Urgent Request Treatment:
Urgent requests are requests with an immediate need (less than 24 hours). It is to be noted that normally people do not place due dates on requests, so rules must be in place to assure we apply the correct urgency to requests. The correct urgency would be governed by the below Request Management expectations.
3) Board Members should always follow-up with a Phone call to the VP of Technology to confirm urgency if standard request management expectations are not acceptable
4) It is assumed that if no due date is requested, then best effort within request management expectations should be expected.
Request Management Expectations
· A request tickets will have a first response within 24 hours 
· A request tickets will have a close goal of 7 days unless a specific due date has been negotiated with requestor or ticket is a project need
· A request ticket will be considered abandon if requestor has been contacted three times with no response and may be closed if appropriate (there is no need other than the requestors need).
· It is not mandatory for request admins to use the ticket management system to managed tickets as they can be 100% worked through email, if desired. It is advisable not to use this method though as there is value in the tools the ticket management system provides. 
Non-Technology Requests
· If a chapter member or non-chapter member creates a non-Technology request, the technology team can either invite and assign the ticket to the non-technology team member or forward the ticket information in an email to the appropriate board member and close the ticket. 	Comment by Whipple, Kendra D, CPCU, PMP: Can 	Comment by Whipple, Kendra D, CPCU, PMP: 
· NOTE: We can create unlimited ticket manager logins meaning all board member positions can have logins to the ticket system creating a unified board, but this is not mandatory.
· NOTE: Other departments may have their own ticket system organization within Spiceworks if desired. A separate organization would allow for compartmentalized preferences, categories and information. But would also reduce collaboration.
Request for ticket administration Access
To become a Request ticket administrator the following would be required.
· A VP of an area should create a request ticket requesting a Spiceworks admin account with “pmimadison” organization access for the email address you would like to use when getting request notifications. 
· Specify the type of access. 
(1) Admin – access to all settings preferences and organizations.
(2) Tech – access to only requests assigned to your account.
· Once account is created, the new user will receive an Instructional email on setting their password and getting started.

Multiple Organization Options
· An Organization allows us to have a unique help desk for specific events. This can be useful when working with PDD allowing for simple compartmentalized assistance to end members providing a professional consistent experience.
· Creating organizations are easy, and each organization may have their own users and preferences to create a custom experience to end users.

AUTHORITY:
6. PMI Madison Chapter Bylaws (Article III, V, VI).
7. PMI Chapter Policy manual.

DEFINITIONS:
· Ticket:  A representation of a request for chapter resources. May be any Need or Category.
· Status: The status of the request may be Open or Closed. 
· Open implies the person who requested the assistance has not signed off on assistance being completed, or has abandon responding. 
· Closed means the requestor has accepted work completed or has abandoned request.
· Assigned to: The human responsible for fulfilling the request at its current status.
· Need: The need is the type of requested. Something is Broken, Question,Suggestion, Request; Project, Unspecified. This helps drive urgency. Broken items are always a top priority for the team providing service. All others are based on either an ETA if a hard deadline exists, or first come, first serve based on bandwidth availability.
· Category: Categories relate to the human resources required to apply effort to request along with the area of need.
· Priority: The urgency of the ticket. High, Medium, Low
· Due Date: Represents the date which requested should be closed. Closed required requestors confirmation of completed work.
· CC’ed Users: Other people may be included in a request as many as needed. Normally stakeholders.

SAMPLE TICKET PROCESS
	Timeline: 

	3. 7/14 - Request email sent to help@pmimadison.on.spiceworks.com  regarding a bad web page link
a. 2 hour later – PMI chapter Help Desk admin replies to request through system that request has been received with an expectation to solve issue in two days or less.
b. Help desk works with Proteon to have web site link fixed  
4. 7/15 - Proteon notifies Help desk of issue resolution
a. Help desk notifies requestor that issue has been resolved and closes ticket once requestor has confirmed their issue has been resolved.



	Example Ticket Creation:

	[image: ]






	Email sent to Requestor:

	[image: ]



	Email Sent to Help Desk Staff:

	[image: ]



	This policy was approved by majority Board vote on 10/13/2016



REVISION HISTORY:

	Date
	Author
	Modifications

	2016.07.22
2016.08.05
	Jay Walker
Jay Walker
	Creation of Draft Policy
Updates based on Kendra Whipple’s feedback
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PMI_Finance_Expense_Form.xlsx
Template

						Purpose:						Name/Address:





		Madison/South Central WI Chapter of Project Management Institute

		     Expense Report*



		Date of Expense						  /     / 		  /     / 		  /     / 		  /     / 		  /     / 		Expense Totals

		Airline Tickets																

		Entertainment**																

		Lodging																

		Meals																

		Office Supplies																

		Postage/Shipping																

		Printing																

		Travel

		Awards

		Food Service

		Program Equipment

		Program Materials

		Conference Fees

		PMI Leadership Institute Meeting 

		SubTotal		

		Paid		$0.00														

		Notes:										Transportation

		See accompanying receipt.  Please correct expense category if not correct.

										Date:		To:







						Date:				Personal Miles (Note Miles)						0		$0.00

		Approval Signature:				Date:

		* Receipts required for all expenditures requesting reimbursement.										Total Due						$0.00

		** Identify parties involved and purpose of entertainment.























&D		&F




Guidelines

				PMI EXPENSE REPORT GUIDELINES



		1		Expense reports must be submitted within two weeks after the return of travel.  Any report submitted after 60 days will not be reimbursed.

		2		Expense reports and receipts submitted must be authentic originals (no photo copies).

		3		Meal receipts should include the amount of the tip (if any).  Tips should not exceed 15%.

		4		Any meal expense for others more than yourself must state the purpose and the attendees.

		5		Business purpose section should state the type of business activity such as seminar, meeting, education, marketing, etc.…

		6		Advances must be accounted for in the advances block.  Purchases made on a PMI credit card are considered an advance.  Please separate credit card purchases from cash advances.  No cash advances are to be taken on PMI credit cards.

		7		Prepaid expenses must be accounted for  in the prepaid block.  Copies of tickets, invoices, etc.… should be provided and will be considered as receipts.

		8		Important!  State the account number that the expenses should be charges.  If the account number is not known, state/describe the budget line that should be charged (be specific).  Payment may be delayed if this information is not provided.

		9		Only one trip or one reimbursable monthly expense per expense report form.

		10		Failure or deviation from policies set forth will result in the expense report being returned.

		11		A maximum of 2 days will be needed to secure signature approval from the approving officer if the signature is not obtained prior to submittal to PMI Headquarters.

		12		A report must be filed prior to reimbursement and a copy attached to the original expense report form.  The report should contain the purpose of the trip, the results and the benefit to PMI.  Meeting minutes can be used.
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Conflict Resolution Template
[image: ]	PMI Madison/S. Central Wisconsin: Conflict Resolution Template



[bookmark: _GoBack]

My info:

		Name:



		Mailing Address:



		Phone:



		Fax:



		E-mail:



		PMI Member ID:







My dispute is with:

		Name:



		Mailing Address (if known):



		Phone (if known):



		Fax (if known):



		E-mail (if known):



		PMI Member ID (if known):



















In order for us to resolve your conflict quickly and satisfactorily please answer the following questions to the best of your knowledge:

1. Describe conflict in your own words (You can attach additional sheets, if required) 















2. How would you like to communicate? Please select below options to indicate.

a) In – person

b) Conference call

c) Email

d) Any other  _______________________________________



3. Please check below the reasons for approaching the PMI Conflict Resolution Liaison 

A. I tried and unable to resolve, myself.

B. I haven't resolved yet and before going any further, I would like to talk to a chapter officer or liaison.

C. I can resolve myself but I feel going through PMI might save some time.



4. If you already tried to resolve what strategy have you adopted to resolve the conflict?











5. How soon do you wish the conflict to be resolved?









6. Apart from you will anyone from your side participate in conflict resolution?









7. Will you be OK with whatever resolution the chapter liaison provides or suggests, OR do you need a specific resolution of your choice?









8. If a specific resolution is requested, why?





















If the conflict cannot be solved to your satisfaction at the chapter level, resolution can be further pursued via the PMI Mediation Process (http://www.pmi.org/~/media/PDF/Get-Involved/Chapter-Conflict-Resolution-Program-Guidelines-Final.ashx).





Member signature: _________________________________ Date:  ___________________________

This form should be returned to [Name]. Any questions may be directed to them at [email] or by calling: [number]. 

Page 4 of 4
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Retention of Documents Article
Document Retention Guidelines


PMI Chapters as part of their due diligence of care should develop a document retention program that will be an integral part of the yearly transition of officers and insure effective retrieval of documents when required. The plan should be consistent, reasonable, and clearly communicated to all officers and should be part of the component’s operations manual. 


The first step is to identify all pertinent records and the retention requirements that may be legally mandated for these documents. Document retention is a necessity, however, it is not necessary to retain every piece of paper or electronic communication collected during the course of the year. 


Permanent Retention


· Chapter’s Articles of Incorporation


· Original, Signed Copy of Chapter’s Charter Agreement Document


· Chapter’s Governing Documents (Constitution and/or Bylaws)


· Copies of Chapter’s Policies/Procedures, Strategic Plan, Officer descriptions


· Group Tax Exemption Form and IRS Letter (US Components)


· Employer Identification Number (EIN) (US Components)


· Awards History (if applicable)


· Milestone plaques (5-10-15-20-25 year, if applicable)


· Chapter logo approval certificate from PMI GOC (if applicable)


· PMI Chapter library (Chapter only)


Retain Seven Years


· Tax records of the chapter for the past seven years (if applicable) 


· Chapter Financial Records-(Audited reports and Financial reports (signed and approved))


· Copies of any chapter agreements/contracts made with other organizations


· Bank Statements and Checks


Retain Three Years


· Governing and Annual Business meeting minutes for past three years


· Chapter’s annual Charter Renewal  from the past three years


· Expired Insurance Policies


Updated Yearly by PMI


· Copies of Chapter’s Insurance Policies


Updated Yearly by PMI Chapter

· Listing of officers (either interim or elected)-this information is included in the annual Charter Renewal

PMI offers the following guidelines on the retention of component documents to assist you in this important exercise.  The PMI Chapter Policy Manual – Document retention states:  


· Adhere to local, state/provincial, and federal laws surrounding not-for-profit organizations. An organization’s Articles of Incorporation and bylaws regulate how the organization conducts its business. Both documents have legal standing, which means that interested parties can challenge the organization and its leaders on their adherence to the organization’s governing documents. Also, whenever possible, the governing documents should be as flexible as possible to ensure that the organization is not bound by requirements it may be unable to meet.


· File and make available accurate and timely reports of tax filings. Independent audits of the organization’s financial records are also encouraged.


Maintain records related to business affairs for individuals and organizations. If an organization is challenged about any of its practices—past or current— and cannot produce appropriate documentation to substantiate its defense, the organization and its leaders may be at risk

Do not destroy any documents if the chapter was ever under investigation by a federal agency or if there have been any law suits brought against the component in order to avoid obstruction of justice charges.


 In addition a schedule for document retention can be found on the community leadership site at: http://leadership.vc.pmi.org/Share/Documents.aspx?Command=Core_Download&EntryId=69576

Additional information can be found at: http://www.councilofnonprofits.org/document-retention-policies
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Chapter Documents Retention Schedule
	

RECORD RETENTION SCHEDULE

[bookmark: _GoBack]PMI Madison / South Central Wisconsin Chapter

IMPORTANT: Do not destroy any documents if the component is currently ever under investigation by a federal agency or if there have been any law suits brought against the component in order to avoid obstruction of justice charges.



		DESCRIPTION

		RETENTION

		OWNER



		Duplicate deposit slips (not needed; deposits are recorded in the reconciliation shown below)

		1 year

		Finance



		Membership Rosters

		1 year

		Membership



		Conference/Seminar Planning Records

		2 years

		Programs



		Program Planning Files

		2 years

		Programs



		Volunteer records 

		2 years

		Membership



		Confidentiality Agreements

		ACT+ 2*

		Membership



		Strategic/Long Range Planning files

		SUP+2 years

		President



		Board Reports (not included with minutes)

		3 years

		Operations



		Correspondence (general)

		3 years

		All



		Election Records

		3 years

		Secretary



		Internal audit reports

		3 years

		President



		Bank reconciliations 

		3 years after audit

		Finance



		Cancelled checks 

		3 years after audit

		Finance



		General Ledgers

		3 years after audit

		Finance



		Invoices to customers 

		3 years after audit

		Finance



		Invoices from vendors 

		3 years after audit

		Finance



		Marketing program files

		4 years

		Marketing



		Newsletters

		4 years

		Marketing



		Tax filings

		7 years

		Finance



		Insurance policies

		ACT+3 years**

		Operations



		Contracts and leases

		ACT+5 years**

		President



		Policies and procedures

		SUP+3 years

		Secretary



		Articles of Incorporation

		Life of Organization

		Secretary



		Auditor’s report

		Life of Organization

		Finance



		Financial statements 

		Life of Organization

		Finance



		Governing documents

		Life of Organization

		Secretary



		Meeting Minutes

		Life of Organization

		Secretary



		Trade mark registrations 

		Life of Organization

		Secretary





Note:	  * - ACT means after end of term or assignment 

** - ACT means until cancellation or termination

       SUP means superseded






image7.emf
SpeakerName_Agree ment_Template


SpeakerName_Agreement_Template


Speaker Agreement



This Speaker Agreement (Agreement) is made between The Project Management Institute Madison/South Central Wisconsin Chapter (PMI-Madison) and _____________ (Speaker).  



The Speaker is responsible for signing and returning this Agreement and other forms, and delivering presentation materials to PMI-Madison in the format and quantities specified in this document.  



Topic: _____________________________________________________________



Presentation Schedule

Date:	___________________________Ex: Tuesday, October 8, 2013

Speaking Time:   	___________________________Ex: 7:00pm to 8:00pm

Venue:	Address1____________________________________________ 
Address2____________________________________________
City, State, Zip________________________________________

		



Honorarium



Speaker agrees to deliver the presentation listed above to PMI-Madison. The PMI Madison/South Central WI chapter agrees to pay the speaker fee of $500.00.  



Meals



A dinner will be provided by PMI-Madison on the night of the presentation. (See below for the reimbursement of other meals.)



Travel Expenses



The Speaker shall be responsible for making his/her own travel arrangements.  The following rules apply to reimbursement of specific expenses:



· Round trip transportation between the Speaker’s departure point and Madison, WI shall be reimbursed by PMI-Madison subject to a maximum of $800.  PMI-Madison will pay for (the equivalent of) the most economical round-trip airfare from the Speaker’s place of residence to the Conference site at the 21-day advance purchase rate, or if traveling by automobile, the Speaker shall be reimbursed at the rate of $0.55 per mile plus any necessary tolls.



· Other reasonable and necessary expenses, including meals, tips, parking at the airport or at the hotel site, and taxi cab transportation will be reimbursed by PMI-Madison, subject to a maximum of $200.



Travel and transportation arrangements made outside of the guidelines stated above are the financial responsibility of the Speaker.  When the Speaker is traveling for multiple purposes, he/she is expected to split payment appropriately between PMI-Madison and other travel purposes.    



The Speaker will bill the PMI-Madison chapter for the balance of expenses. PMI-Madison must receive the invoice supported by receipts no later than 30 calendar days after the presentation or forfeit reimbursement of those expenses.


Other Expenses



Any exception to the above outlined expenses must be cleared in advance through the Programs Director.



Audio-Visual (please check all that apply)



As requested, the following equipment will be available for your presentation:

[image: SNAG-0091]

PMI-Madison/South Central Wisconsin Chapter
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 Laptop Computer

 LCD Projector

 Wireless Microphone

 Flipchart, paper, and markers

 Table for marketing material







Cancellation 

· [bookmark: _GoBack]If accident, illness or any other Act of God forces the speaker or PMI Madison Chapter to cancel the presentation then neither party shall be responsible for any payments.

· The Speaker should inform PMI-Madison’s Programs Director.  



Printed materials (please check one)



 The Speaker shall provide hard copies of any handouts and course materials.  PMI-Madison will confirm 3 days prior to the event the number of copies needed. 

 The Speaker shall provide a soft copy of his/her handouts; any hardcopies will be supplied by PMI-Madison.



The Speaker may include copyrighted materials as handouts provided that: 

a) He/she obtains written permission from the copyright holder, and 

b) He/she pays any permission fees.  If the handout materials are copyrighted by the Speaker or his/her company, a copyright mark shall be placed on each page for the Speaker’s protection.  

 

Self-promotion



The Speaker may not use the podium as a vehicle to sell products or services.  

The Speaker may have occasion to make references to company-specific products or activities to the extent these are part of the natural flow of the presentation. 




Complete Agreement



This Agreement constitutes the complete understanding of the parties and supersedes all prior Agreements with the parties relating to the presentation.  No amendment or waiver of any provision of this Agreement shall be valid unless in writing and signed by all parties hereto.  This agreement shall be governed by the laws of the State of Wisconsin with venue limited to Dane County in Wisconsin.





Agreed to and Accepted by:



______________________________		______________________  

[Kimberly Topel]					Date

PMI-Madison Programs Director









____________________________		______________________

Speaker’s Signature 	 			Date



____________________________		______________________

Speaker’s Full Name 	 			Speaker’s SS/Tax ID	



____________________________		______________________

Office Phone Number 				Cell Phone Number



____________________________

Email Address





Business Address (all on one line)





Scan and return signed Agreement to:

programs@pmi-madison.org



-OR-



Print and return signed Agreement to:

PMI-Madison

PO Box 5392

Madison, WI 53715



The e-mail address for any electronic corrrespondence and/or documents to PMI-Madison is programs@pmi-madison.org
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PDD Speaker Expense Guidelines Template








   PMI-Madison/South Central Wisconsin Chapter





PDD Year Speaker Expense Guidelines





Overnight Accommodations

Speaker will make reservations for a 1-bedroom hotel room for a maximum of 1 night (the evening of xx/xx/xxxx unless otherwise agreed upon with Speaker Committee.  PMI-Madison has a group block agreement with hotel name and address.   The Clarion is within one block of the venue and is connected by a covered walkway. 



Note: For calculating your honorarium/expense reimbursements assume a rate of $89.00/night + tax (total of $101.02).  The payment for the hotel is included in the Honorarium/Expense fee.



Meals

Continental Breakfast, Lunch and Snacks/Beverages will be provided by PMI-Madison the day of the conference. All other meals are the responsibility of the Speaker.  For out of town speakers, PMI-Madison will reimburse for their evening meal on xx/xx/xxxx up to a maximum of $30.  This will be included in the Honorarium/Expense Reimbursement fee.



Travel Expenses

The Speaker shall be responsible for making his/her own travel arrangements.  The following rules apply to Expense Reimbursement:



Round trip transportation between the Speaker’s departure point and Madison, WI shall be reimbursed by PMI-Madison subject to a maximum of $750.  The Speaker must make transportation reservations by month xx, xxxx. PMI-Madison will pay for (the equivalent of) the most economical round-trip airfare from the Speaker’s place of residence to the Conference site at the 21-day advance purchase rate, or if traveling by automobile, the Speaker shall be reimbursed at the rate of $0.565 per mile plus any necessary tolls. Please include this amount in the Honorarium/Expense Reimbursement fee.



Other reasonable and necessary expenses, including meals, tips, parking at the airport will be reimbursed by PMI-Madison, subject to a maximum sum of $185.  It is recommended that speakers who are flying into Dane County Regional Airport and are staying at the hotel name and address use the provided courtesy shuttle (hours of operation hours 7 am to 10 pm) requesting pick-up by dialing (xxx) xxx-xxxx.



The Speaker shall make every effort to secure a return flight on month xx, xxxx. Should an extra night be required due to flight unavailability, PMI-Madison will pay for a single room for month xx, xxxx at hotel name and address ($89/night + tax) and their evening meal on month xx, xxxx up to a maximum of $30. Please include this in the Honorarium/Expense Reimbursement fee.



Travel and transportation arrangements made outside of the guidelines stated above are the financial responsibility of the Speaker.  When the Speaker is traveling for multiple purposes, he/she is expected to split payment appropriately between PMI-Madison and other travel purposes.    



Other Expenses

Any exception to the above outlined expenses must be cleared in advance through the PDD Speaker Team Leader.
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PDD Speaker Contract Template








   PMI-Madison/South Central Wisconsin Chapter





PDD Year Speaker Agreement Contract



This Professional Development Day year Speaker Agreement Contract is made between The Project Management Institute Madison/South Central Wisconsin Chapter (PMI-Madison) and Insert Name (Speaker).  



The Speaker is responsible for signing and returning this Agreement and all other forms as well as delivering presentation materials to PMI-Madison in the format and quantities specified in this document.  



Presentation Schedule

Topic:  Insert exact title of presentation

Date:  Day, Month, Day, Year from xx: xx to xx: xx

Venue:	Location name and address



Due Dates

The Speaker shall submit the following documents to PMI-Madison on or before the due dates indicated:

			

		Task

		Due Date



		Signed copy of this contract agreement (all pages) along with your bill for payment of Honorarium/Expense Reimbursement

		            xx/xx/xxxx  



		Workshop description, short bio and photo (If you submitted an RFP, you have provided the workshop description and short bio.)

		xx/xx/xxxx  



		Speaker Introduction

		xx/xx/xxxx  



		PDF version of presentation (for posting on web site for attendees) 

		xx/xx/xxxx  







Honorarium/Expense Reimbursement

As agreed, the Honorarium/Expense Reimbursement below will be paid by PMI-Madison for the presentation listed above.  The Honorarium/Expense Reimbursement shall be given to the Speaker on Month xx, xxxx at the PDD Year presentation.

		Honorarium

		$



		Expense Reimbursement

		



		Total

		







The Speaker acknowledges that he/she is an independent contractor and not an employee of PMI-Madison Chapter.  The Speaker agrees to provide PMI-Madison with the following: 



		Company Name

		



		Speaker Name

		



		SS/FEIN

		



		Address

		



		Cell Phone

		



		Email

		







Audio-Visual Equipment

Each conference room will include an LCD projector, a screen, a flip chart, markers, and a wireless lapel microphone.  High speed internet connections are NOT available in the conference rooms unless requested in advance.  Please indicate any other audiovisual requirements below. 

		

		Adapter for a Mac to LCD projector

		

		White Board and Markers



		

		HDMI adapter for a PC to LCD projector

		

		High Speed Internet



		

		Speakers

		

		Other:







Cancellation 

If registration is below our break-even level, PMI-Madison reserves the right to cancel events for Month xx, xxxx, on or before Month xx, xxxx.  In that event, PMI-Madison shall be responsible for the honorarium fee and expenses for Month xx, xxxx.



Conference materials

PMI-Madison chapter will not provide copies of handouts or course materials.  All presentations will be posted to the PDD year flash drive for the participants to access and must be received no later than Month xx, xxxx.  Earlier delivery is greatly appreciated.  

 

Self-promotion

The Speaker will not use the podium as a vehicle to sell products or services.  The Speaker may have occasion to make references to company-specific products or activities to the extent these are part of the natural flow of the presentation. In keeping with the PDD year speaker guidelines, such references, if any will be kept to a minimum.  



Indemnity statement

The Speaker agrees to indemnify and hold harmless PMI-Madison from any and all claims of third parties, of any nature whatsoever arising out of this Agreement, resulting from or arising out of any breach by the Speaker of Speaker obligations under this Agreement.



Complete Agreement

This Agreement constitutes the complete understanding of the parties and supersedes all prior Agreements with the parties relating to the presentation.  No amendment or waiver of any provision of this Agreement shall be valid unless in writing and signed by all parties hereto.  This agreement shall be governed by the laws of the State of Wisconsin with venue limited to Dane County in Wisconsin.



Agreed to and Accepted by:



		

		



		Madison Chapter-PMI Signature

		Speaker Signature



		XXX, PDD Speaker Team 

		



		Printed Name and Title

		Printed Name



		Xx/xx/xx

		



		Date

		Date









Return signed agreement to Gloria Green: GloriaKGreen@gmail.com

Or Gloria Green, 1102 Saalsaa Rd, Madison, WI 53711
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PMI Madison Help Desk

Submit a help desk ticket

Simply create a ticket below. A technician will respond promptly to your issue.

You may also send tickets directly to help@pmimadison.on.spiceworks.com

memberbob@mailaccount com

Web Site

Something is Broken

Link is broken on home page

1 was trying to access the BA certfication link,

Subr

but its broken???

/

@ Attach File
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PMI Madison Help Desk <help@prniradison

[Micket #12] Develop Policy for Technology Requests
o JayD. Waker, MCSE, PP, ITLy3

arks.c

@ Clck here o downlaad pictures To help proectyour pivacy, Outlok prevented automatic download of some pictres i his message,

- Reply above this ine to add a comm ent -
Ticket 12 Created by Jay At NET
Develop Policy for Technology Requests

« Chapters members and board members have a consistent easy to use interface for getting
assistance.

+ Board mem ber team members have asingle version oftruth that is collaborative allowing
for cansistent, tim eby and quality respanse to requests.

This s an autom ated response. Yourissue has been noted. We'llbe in touch soon.

Please replyto this em il with any additional details,

Tustreplyto your ket for all updates. No need o lag nto a web porkl
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[Ticket #12] Develop Policy for Technology Requests

- Reply above this line to add a comment -~

Ticket #12 Created by Jay At NET
Develop Policy for Technology Requests

« Chapters members and board members have a consistent easy to use interface for getting

assistance.
« Board member team members have  single version of truth that is collaborative allowing
for consistent, timely and quality response to requests.

Ticket URL: hitp:/ /on.spiceviorks.com/tickets/ 12
Ticket Commands et you take control of your help desk remotely. Check the Spicevworks community
fora full st of available commands and usage:

hitp:/ /community.spiceviorks.com/ help/Tickets_Anyvihere

Examples: tclose, #add Sm, assign co bob, iprioricy high

Justreply to your tcket for all updates. No need o log into a web portal




image1.jpeg




