Fauquier Chamber of Commerce Committee Guidelines
Committee members of the Fauquier Chamber of Commerce turn ideas into action. Working with the Chamber's staff, committee members help facilitate the programs and events that enhance the success of our members and the greater business community. 
Committees are action oriented but need to ask themselves at least three questions. Does it align with the mission? Can we do it? Can we measure success?
COMMITTEE APPOINTMENT

The Chairman of the Board, with the approval of the Board of Directors, shall appoint appropriate committees to carry out the work of the Chamber. All committees shall consist of at least three (3) members. 
The Committee derives its authority from the Chamber President & CEO, and all actions must have approval by the Chamber President & CEO. Within the committee, the authority lies with the chairperson.
COMMITTEE OPERATION
· All committees are to understand and abide by the mission of the Fauquier Chamber of Commerce: “Dedicated to the growth and prosperity of local businesses through building relationships, advocating for business, and providing resources and support.” 
· Create clear objectives and measurable goals.
· The Chamber maintains a “One Member, One Vote” policy in regard to committee representation. While multiple representatives from a single Chamber member may participate on a committee, in matters that require a committee vote, only a single vote may be cast for each Chamber member represented. Chamber staff act in an ex-officio capacity and do not have a vote.
· Committees have flexibility in what they can do but must understand each committee is governed by the Board of Directors of the Chamber and staff can/should advise the committee on those items that best adhere to the governing of the Fauquier Chamber of Commerce. Everything being done by the committee will have the Chamber’s best interest in mind.
· Assign work. Make specific assignments to members on the committee. See addendum, “Committee Event Assignments”
· The Board of Directors expects all committees to purchase goods and services from active members of the Fauquier Chamber of Commerce. Only exceptions will be if there is not a member who has the service/product needed.
· Use outsiders as advisors or consultants only if needed, but do not deflect responsibilities that the committee is expected to assume.

· Evaluate to what extent goals are being met and to what extent each member of the committee is doing his or her part.
COMMITTEE MEETINGS
· Don’t have meetings just to have meetings. 

· The Chairman of the Board or the Committee Chairman may call a committee meeting at any time. At committee meetings, the members present shall constitute a quorum.
· Meetings should last no longer than one hour unless previous arrangements have been made.

· Designate one committee member to be the official note taker at each meeting. Notes are submitted to Chamber staff for posting.

· Committee Chair(s) should work with staff to prepare an agenda and determine any necessary items that need to be presented to the members.
· Stick to the agenda.

· Utilize staff to guide and direct the work of the committee without expecting staff to do the work (unless assigned).

· Respect the staff’s position and knowledge regarding policy and procedures.
· Summarize and celebrate the committee’s accomplishments.

COMMITTEE CHAIRS
Our committee chairs are the enthusiastic leaders of the Chamber’s committees. Committee chairs work together with Chamber staff to develop an agenda for each meeting and facilitate team interaction during each meeting. It is strongly encouraged that each standing committee consists of a chair and vice-chair for a smooth annual transition. Chairs and vice chairs must be approved by the Chair of the Chamber Board of Directors.

Qualities of a Committee Chairperson

· Be a leader.

· Be able to communicate, think clearly and express him or herself concisely.

· Be able to listen, to encourage ideas and opinions.

· Have the time to carry out their responsibilities.

· Be willing to give the time and energy necessary to carrying out the committee assignments.

· Be respectful of the staffs’ role within the committee structure. 

· Understand that Chamber staff serve in many capacities and assignment of duties should not be assumed.
Duties of the Chairperson

· Plan. The chairperson studies the task, clarifies any points not thoroughly understood in cooperation with Chamber staff. The chairperson helps to recruit individuals for his/her committee whose skills will help and are needed. He/she charts the course of action within the Chamber’s strategic plan. 

· Conducts meetings. The committee meets only to utilize its members in accomplishing a goal. Meetings are to be held as needed, start and end on time, with all members having the opportunity to report, suggest and participate. The Chair keeps his/her eye on the objective and the goals of the committee and keeps the discussion pertinent to the goal.
· Delegate. Assign individual or group tasks needed for events or other committee activities.
· Evaluates. The chairperson must constantly evaluate his or her work and procedures and the progress of the committee and its members. 
Authority of Chairperson

Committee chairpersons may call a committee meeting at any time. The chairperson has the authority to add members as needed and release others as their function is finished. The chair does not have the authority to commit the Chamber financially to any project. This includes committing staff time or Chamber resources without approval from the Chamber president & CEO. The committee shall have only as much authority as prescribed by the Board of Directors.  
COMMITTEE MEMBERS
Committee members work toward the fulfillment of the committee’s objectives. Committee members must be representatives of a member in good standing of the Chamber. At times it may be appropriate to bring a guest or speaker who is not a member. However, non-chamber members may not be members of a committee unless approved by President/CEO.

Specific responsibilities include:

· Attend committee meetings

· Carry out individual assignments made by the committee chair

· Participate in committee discussions and decisions

· Attend appropriate Chamber functions and events
CHAMBER STAFF
Chamber staff members work alongside committee chairs to develop goals and timelines for programs and projects. They oversee the actions of the committee and make sure that all Chamber policies and procedures are followed. Staff members send out the meeting notices prior to the committee meeting and reserve meeting space. Staff initiates agenda development with approval of the committee chair. A staff representative will attend each meeting. Staff should provide direction to the volunteers based on professional judgment and Chamber policies and procedures. Chamber staff is ultimately responsible for the outcome of the work of the committee. 
QUORUM AND COMMITTEE AUTHORITY
Unless otherwise noted, a quorum consists of those in attendance. Action taken by a committee must be approved by the Board of Directors unless the Board has previously provided authority to that committee for the specific action taken. The vote of most of the members of the committee present at a meeting shall be the act of the committee. Chamber staff act in an ex-officio capacity and do not have a vote. 
ATTENDANCE POLICY AND CAUSE FOR REMOVAL
It may be assumed that a committee member who consistently misses meetings is no longer interested in serving on the committee and they may be removed from the mailing list. Lack of interest in the task and its progress is considered adequate reason for dropping the member from the committee. 

PUBLICITY & PROMOTION
All media communications for the committee is to be managed by Chamber Staff. Press releases and articles for the newsletter should be sent to the Chamber office. The items will be formatted according to Chamber branding identity standards and routed to the President & CEO for approval and release. At no time should a press release be sent from a committee member’s office. The President & CEO is the official spokesperson for the Fauquier Chamber of Commerce. If approached by the press regarding a Chamber activity, please contact the President & CEO immediately so that the Chamber may provide a coordinated response to the media inquiry.
PLANNING AND BUDGET
The work plan may include a budget. Once the plan and the budget are approved by the board of directors, there should be no deviation. All committee activities and events are expected to have revenue exceed the expenditures. At the end of the fiscal year, the committee budget will zero out. There is no carryover of revenue. Chamber staff must approve all expenditures. At no time should anyone make any purchases for the Chamber without the staff’s approval. Reimbursement shall only be made with a receipt.  
CURRENT STANDING COUNCIL/COMMITTEES
Finance Committee

· Purpose:  To provide financial oversight for the Chamber including budgeting, financial planning, financial reporting and creation and monitoring of internal controls and accountability policies. 
· Committee Membership: The Finance Committee Chair will be the Treasurer of the Board of Directors. Additional committee members include the acting board chair, chair elect and immediate past chair. Additional members may be added at the discretion of the committee chair. 
· Meeting Frequency: The Finance Committee will meet monthly at a minimum with additional meetings to be conducted with consensus.
Events Committee

· Purpose:  To create, plan and implement events that meet the mission of the Chamber. The events are signature and fundraising events. Each event will have its own sub-committees who will report back to the Events committee at their monthly meetings.

· Plan and implement Gala & Annual Meeting
· Plan and implement the Old Town Warrenton Fall Festival
· Recruit other members to serve on the Full Events committee or one of the specific events committees – PEER ON PEER is the best recruitment tool.
· Committee Membership:

· Meeting Frequency:
 Member Engagement Committee
· Purpose:  The Ambassador Committee is the official host for all Andover Chamber of Commerce events and has the responsibility to be advocates for the Chamber to all new and prospective members of the Chamber.

· Committee Membership:
· Meeting Frequency: 

Economic Development & Legislative Affairs

· Purpose:
· Committee Membership:

· Meeting Frequency:
Valor Awards

· Purpose:
· Committee Membership:

· Meeting Frequency:
Gala & Annual Meeting

· Purpose:
· Committee Membership:

· Meeting Frequency:
Old Town Warrenton Fall Festival

· Purpose:
· Committee Membership:

· Meeting Frequency:
FREQUENTLY ASKED QUESTIONS
· How long will the committee meetings last? Most meetings, unless otherwise noted, should be completed within one hour.

· What is my length of term as a committee chair or committee member? Appointments are for one year and coincide with the Chamber’s calendar year. 

· Can non-members be solicited for sponsorships or used as vendors? It is the policy of the Chamber to do business with active Chamber members only, however it is understood that if a product/service is unavailable from an active member, they may be sourced via non-members.
· How does the committee work with the budget? Chamber staff will maintain a budget for all programs. All proposed expenditures must be approved in advance by the Chamber staff. Programs and events are expected to be financially self-sustaining and generate revenues more than expenses. Funds do not carry over from one program year to another.

· Who develops press releases and other marketing materials? Staff members coordinate marketing materials including press releases for committee related activities. They also handle all media relations. At times, a staff person may refer a media call to Chamber volunteers. Chamber volunteers will be briefed first before talking to the media. 

· What is the difference between a Standing Committee and an Ad Hoc Committee? Standing Committee: A designated group whose activity is continuous in meeting the long-range objectives of the Chamber. Ad Hoc: A designated group whose objective is specific, and which will disband when that objective is met.

· What is the approximate time per month I should expect to devote? This varies significantly per committee. It is expected committee members read materials and consider points of discussion prior to attending the meeting. Meetings last approximately one hour. There is also expected post-meeting work depending on the committee. Therefore, it can be expected that committee members will spend 3-5 hours per month. 
COMMITTEE EVENT ASSIGNMENT 

The use of the following matrix is at the discretion of the committee. If adopted, descriptions of each duty assigned to be determined by the committee. 

	CATEGORY
	ASSIGNMENT
	NOTES & COMMENTS

	Budget
	Staff
	Committee to determine. Staff will manage 

	Marketing
	Committee Member
	Design and production of promotional materials

	Promotion
	Committee Member
	

	Audio Visual
	Committee Member
	

	Venue
	Committee Member
	RFP build and distribution

	Catering
	Committee Member
	RFP build and distribution

	Nominations/Awards/Certificates
	Committee Member
	

	Decorations
	Committee Member
	

	Entertainment
	Committee Member
	

	Post Event 
	Staff
	Guest feedback solicitation

	Other1
	
	

	Other2
	
	


EVENT BUDGETING BEST PRACTICES

Identify Your Event Budgeting Goals And Primary KPIs

Before you tackle your event budget, make sure you're clear on your event's goals and key performance indicators (KPIs), like attendance numbers, attendee satisfaction, event ROI and revenue targets. The budgeting phase typically falls after you've defined these main objectives but before you start the detailed planning.
Consider this example of how to align your event goals with KPIs. Suppose your main goal is to generate revenue through ticket sales. Start by setting a target sales figure – what you need to break even, what you ideally want to earn, and your optimal revenue goal.

Then, revisit your event plan to assess the expected size of your event and what you can realistically manage. Your ticket pricing will be influenced by factors like venue costs, staff payments, and catering expenses.

As you progress, you'll be able to determine the ticket price, or the volume of ticket sales required to cover your overhead costs and meet your financial targets.
Use Past Data For A Starting Estimate, But Don't Stop There

Event planners often base their event budgets on past experiences, analyzing data from similar events to understand costs and the significance of different expense categories.

Using historical data is a good starting point, but ensure your upcoming event closely resembles previous ones in terms of event type (online, hybrid, or in-person event), location, size, and branding needs. Otherwise, your research will not help to accurately extrapolate costs.

Also, avoid relying solely on data from 2020-2022. Current factors like inflation, supply chain issues, and rising interest rates have affected costs. Adjust your overall budget accordingly and confirm your estimates by consulting your professional network for additional cost insights.

Lastly, keep two important things in mind:

1. Trust your instincts on expense ratios and trends to ensure your budget reflects your experience.
2. If you tend to go over budget, set up a contingency fund to avoid overspending. This is especially crucial in times of inflation.

Build A Comprehensive List Of Event Budgeting Expenses

Your event expense categories are probably the most essential aspect of your budget planning process. Here is a list of line items to populate your event budget template with:

Venue Expenses:

· Venue rental

· On-site staff and event team

· Food and beverage; catering

· Event tech, like audio/visual (will be more expensive for hybrid events)

· Speakers and other forms of entertainment like MCs

· Accommodations and transportation near or around the event venue

· Security

· Other on-site staffing, like network engineers, videographers, technical masters, event planners, and event coordinators

· Swag and other handouts onsite

· Physical printouts, posters, signage, and banners

Marketing and event promotion:

· Paid content marketing and paid ads

· Event marketing

· Affiliate or influencer fees

· Social media advertising

· Printed marketing materials

· Graphic design for event branding or logos

· Website design and/or hosting (if not included in your event management technology)

Event management technology:

· Event platform fees

· Payment processing fees

· Event website hosting

· Mobile event app

· Lead capture tools

· On-site check-in and registration

· Virtual event streaming or integration

· Data and analytics

Since these costs can easily add up, it’s important to cut costs where you can. Be sure to evaluate thoroughly how those cuts will impact the event experience and your ability to work efficiently!

Helpful tip: When it comes to spending on event software, one way to avoid the negative impact of cost cuts is to bundle your tech. Investing in comprehensive event management software can actually save money. 

Don’t Settle: Get Multiple Vendor Quotes

Your event software provider will be one of the most significant costs associated with your event. So be sure to shop around to get the best quotes.

Get multiple vendor quotes and inform the vendors that you are searching for competitive quotes to get the best rate. Head over to our guide to selecting the best event software for tips and tricks on how to select the best event software for your needs. We have also prepared an RFP guide to help you optimize the vendor selection for your next event.
Always Account For Incidentals or Emergencies

Even the most perfectly planned event will incur some unexpected costs. Something is bound to crop up from needing last-minute marketing materials to significant issues with the event tech. 

Have a rainy day fund that can be accessed on-site for issues like that. Consider budgeting an extra 10-20% of your event budget to have on hand. You can even source some of this cash with a portion of the ticket sales. Any unused amounts will go back to profit. With this extra cash on hand, you’ll be well-prepared for any hiccups that come your way.
Keep Your Event Budgeting Initiatives Documented And Expenses Organized

As you move through the event budget, be sure to keep all your receipts, document the expenses coming in regularly and any known, large costs coming in later. You’ll need to report these expenses later on for tax and accounting purposes, and having this data organized now will set you up for success.

Keep a spreadsheet with monthly expenses to know what you need each month leading up to the event. You may need to make certain expenses early on to offset major costs closer to the event. This will also keep your team organized when it comes to planning.

Budgeting for any size event can be tricky. However, as an event organizer, you have to keep your eye on budgets so that your event can maximize profits and perform successfully. Consider bringing in an accountant or financial planner to help with budget management.

