Philadelphia Business Travel Association

Board of Directors 

Descriptions

2015-2016
· President

The President shall be the chief executive officer and shall exercise general supervision over the affairs of the Philly BTA consistent with policies established by the Board of Directors.  The President shall preside over and will chair meetings of the Board of Directors; all meetings of the membership: shall be the principal spokesperson for the Philly BTA; shall appoint the committee chairpersons as approved by the Board, and serve ex officio on all committees, and in general shall perform all duties incident to the office of President and such other duties as may be prescribed by the Board of Directors.  The President shall develop an annual budget with board participation to ensure the chapter remains financially sound while continuing to grow. The President is required to be a member of GBTA and to actively participate in the Chapter President’s Council of GBTA.  This participation includes mandatory attendance at four (4) CPC meetings. Such meetings are scheduled one weekend (Fri-Sun) per quarter at various host cities throughout the country as determined by the Chapter President’s Council. 

Reports to: Membership as represented by the Board of Directors

Term of office: Two years (commencing January)

· Vice President

In the absence of the President, or in the event of the President's inability or refusal to act, the Vice President shall perform the duties of the President.  The Vice President shall perform such other duties as may from time to time be prescribed by the Board of Directors or the President. Participation in all membership and board meetings is needed as well as help in development and implementation of new chapter programs. Such programs may be in but not limited to areas of fund-raising, business community liaison, job search networking, vendor advertisement and professional development.   

· Secretary

The Secretary acts as the custodian of all official chapter board meeting minutes and official documents associated with the business of the association. The Secretary shall give notice and attend all meetings of the Philly BTA; shall keep all non-financial records of the Philly BTA; and shall perform all other duties assigned by the President or the Board of Directors. This position also prepares all materials for chapter meetings and/or events to include nametags, signage, flyers, attendance roster and event surveys. The Secretary is responsible for coordinating all communication with the membership and potential membership as well as maintaining database of contacts. Also, the Secretary oversees proper parliamentary procedure as needed. Written documentation of all board meetings is be taken and distributed by the Secretary.

· Treasurer

The Treasurer shall keep correct and complete records of all financial accounts, showing accurately at all times the Philly BTA's financial condition.  Treasurer duties are outlined below:

1. The Treasurer shall be legal custodian of all monies, notes, securities, and other valuables, which may from time to time come into the Philly BTA's possession.  

2. The Treasurer shall immediately deposit all funds of the Philly BTA coming into his/her hands in some reliable bank or other depository approved by the Board of Directors, and shall keep such bank account in the name of the Philly BTA.  

3. At the monthly board meetings and upon request by the Board of Directors, he/she shall furnish a statement of the financial condition of the Philly BTA, and shall perform such other duties as these Bylaws may require or the Board of Directors may prescribe.  

4. The Treasurer shall be responsible for maintaining the financial records which include; reconcile account balances monthly and be aware of IRS requirements regarding reporting for a non-profit organization. 

5. The Treasurer shall assist President in preparation of annual proposed budget for upcoming fiscal year.

· Allied Representative

The Allied Representative shall be an active member of the Board of Directors; however is not a member of the Executive Board.  The Allied Representative shall be in attendance at all meetings of the Executive Board of Directors and shall play an active role within the Board in representing his/her constituents.  The Allied Representative shall be the voice of the Allied members to the Executive Board.  He/She shall take a proactive approach in representing the best interests of his/her constituents.  

Those interests can include (but are not limited to):  monitoring membership, recommendations in response to industry changes, speaker recommendations for chapter meetings, special projects and timely topic awareness.

The Allied Representative shall perform such other duties as may from time to time be prescribed by the Board of Directors or the President.  

· Direct Member Representative

The Direct Representative shall be an active member of the Board of Directors; however is not a member of the Executive Board.  The Direct Representative shall be in attendance at all meetings of the Executive Board of Directors and shall play an active role within the Board in representing his/her constituents.  The Direct Representative shall be the voice of the Direct members to the Executive Board.  He/She shall take a proactive approach in representing the best interests of his/her constituents.  

Those interests can include (but are not limited to): monitoring membership, recommendations in response to industry changes, speaker recommendations for chapter meetings, special projects and timely topic awareness.  

The Direct Representative shall perform such other duties as may from time to time be prescribed by the Board of Directors or the President.  

Education Representative

The Education Representative shall be an active member of the Board of Directors; however is not a member of the Executive Board. The Education Representative shall work directly with Committee with the responsibility for an annual one-day Educational program that meets applicable NBTA certification requirements. The Committee shall also be responsible for the educational content of Philly BTA meetings and annual Scholarship programs, both as requested by the Board. The Board of Directors shall appoint the Education Representative – this is NOT a elected position. Other responsibilities to include coordination of chapter newsletter, website and Board-voice of the Programs Committees.  

· Immediate Past President & Board Chairperson

The Immediate Past President shall serve as Chairman of the Board in order to ensure continuity and to provide such assistance as may be required by the President and the Board of Directors. In lieu of the Immediate Past President being able to serve, the Board may appoint a person to fill the vacancy. The Immediate Past President shall perform such other duties as may from time to time be prescribed by the Board of Directors or the President.  In the event that the President cannot personally attend all four annual CPC meetings, the Immediate Past President may be substituted on behalf of the Chapter to fulfill the Chapter attendance obligation.  

ALL board positions (with the exception of the President) will be a “Board Liaison” to at least one or more of the following committees:

Special Events Committee

Hospitality Committee

Education Day Committee

Program Committee

Scholarship Committee

Election Committee

Technology Committee

Membership Committee

Government Relations Committee

