


DAMA Chapter Quick Start Guide 
Tips and tricks to get started quickly from other leaders.
A resource to start a new or enhance a current chapter.
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[bookmark: _Toc117587522]Purpose for this guide
The purpose for this guide is to give those wanting to form a new DAMA Chapter or those currently supporting a DAMA Chapter some fundamental resources and best practices. This guide was created by a handful of DAMA Chapter presidents who have started or managed DAMA chapters over the years.  It is not intended to overshadow or replace any rules or policies established by DAMA International for chartering chapters, but rather to give experienced guidance on getting started with some sample ideas that have shown success in the past.
[bookmark: _Toc117587523]Determining Interest 
You should start your journey by determining if there is interest in forming a chapter. You may want to:
· Plan a kick-off event to determine interest in your area 
· Invite 20 or so friends and colleagues from the Data industry
· This should be a casual gathering
· Send out a survey to your data community
· Seek Volunteers
[bookmark: _Toc117587524]Getting Started
Generally starting a DAMA chapter by yourself is extremely difficult.  You would be best to find at least a couple of other committed individuals who can start to form your team.  There is a lot of work and it is easier to share it with others.  Any of these volunteers may or may not be interested in being officers in the future, but can be instrumental in establishing a good initial plan. We recommend including at least one recognized local data management professional on your initial board to generate more opportunities to present your DAMA Chapter or any key data management topic in any public or private sector event. 

There are three things that are considered minimal to get started:
1) Understand the legal considerations for incorporation or formation.
2) Identify the essential board positions (minimum of three – in some places this is a legal requirement).  
3) Determine at least a skeleton board to begin.  Here are some common DAMA Chapter board roles (you can build out duty rosters later).  Note below there are several title labels that can be used.  It is best to be consistent:
a. President – this person is the official representative to DAMA I and the DAMA-PC
b. VP Education (some orgs drop off the VP or say ‘Officer of Education’)
c. VP Events or Programs Chair (‘Chair’ is another way to note leadership)
d. VP of Membership
e. VP of Online Services or Web Services Officer
f. Treasurer / Financial Records Keeper
g. Secretary or perhaps Librarian
h. Data Manager
Things to discuss:
1) Frequency & timing of meetings
2) Size of board – what roles? DAMA-I has guidelines – Bare minimum for an organization legally is three leaders: President, Secretary and Treasurer (These roles are often filled by board members with the eventual titles of President, Vice President of Operations and Vice President of Finance.)
3) Purpose of meetings
a. Determine if you want it to be Educational? Networking? Fund Raising?
4) Location(s)/Venue
a. One location?
b. Rotating Location?
c. Virtual 
DAMA Perú Board’s example for follow-up meetings:
· Follow-up for Operational tasks:
· 45-minute virtual weekly meeting. 
· Group chat for any coordination or update.
· Follow-up for Tactical/Executive tasks:
· 2-3 hours every 2/3-month meeting. (Virtual or in-person)
5) Cost Model (this can depend on how often and where you plan to meet)
a. Paid for by members? 
b. Paid for by educational institutions?
c. Paid for by interested corporations?
d. Paid for by relevant Sponsors? (Sensitive to vendor-neutrality -Reference DAMA-I) - some chapters even have scales of sponsorship.



The DAMA-I group has put together a graphic to call out some of the things your board may consider when starting a chapter. Figure 1 – DAMA Chapter Canvas
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See MS PowerPoint (ppt) sample for editing:


[bookmark: _Toc117587525]Framing up your Mission and Vision
As you begin to form a charter, it is helpful to have a clear direction for your chapter.  The answers to those previous preliminary questions might give you and your board some guidance into writing your mission, vision, or purpose.
Here are a few examples of Mission statements:
Mission Sample 1: 
DAMA-Calgary – To provide a non-profit, vendor-independent association where data professionals can go for help and assistance.
To provide the best practice resources such as the DMBOK and DM Dictionary of Terms in a fashion that reaches as many DM professionals as possible.
To create a trusted environment for DM professionals to collaborate and communicate.
Mission Sample 2: 
DAMA-MN – DAMA-MN is dedicated to further the understanding of the field of Data Management through providing and supporting on open forum addressing issues related to this field.
Mission Sample 3:
DAMA-RMC – DAMA-RMC is a not-for-profit, vendor-independent, professional organization dedicated to advancing the concepts and practices of enterprise information and data resource management.
Mission Sample 4:
DAMA-Peru: [Spanish] DAMA Capítulo Perú es una organización sin fines de lucro, agnóstica a herramientas y proveedores tecnológicos, dedicada a promover las mejores prácticas en gestión de datos bajo el enfoque del marco de trabajo DMBOK2 en el sector público y privado del Perú. 
Mission Sample 5:
DAMA-China [Chinese] 
杭州市西湖区国际数据管理协会
宗旨说明
杭州市西湖区国际数据管理协会是由区民政和科委审批同意成立的非营利性机构。协会专注数据管理和数字化，厂商中立。旨在交流国际、国内在数据领域中的最新进展，共享业界的实践、经验和成果，共同促进我国数字化水平的不断提高和创新。协会欢迎相关专业人士加入。
协会主要提供如下四项服务：
1. 交流平台：协会是个多元化、专业化、跨行业的会员交流平台。我们会不定期的组织会议交流，对接资源；讨论数据管理和数字化的难点，合力攻克难题
1. 研发出版：集合和分享国内外优秀案例；权威书籍；优秀文章；相关热点，包括大数据、人工智能、区块链、Web3.0等
1. 培训认证：推广DAMA国际DMBOK数据管理知识体系；开展CDMP等专业培训和考试；通过和第三方培训机构的合作，大力开展数字化人才队伍的建设。
1. 咨询合作：协会作为高端智库，联合业界一流专家，为各方提供咨询和设计；通力合作，发起和参与行业调研、相关标准和白皮书的编写等
协会招收：
1. 个人会员：接受和支持本协会的章程，品德优良，不限行业、地区、年龄、性别、种族、教育程度等。交付一定的年费。
1. 单位会员：接受和支持本协会的章程，无不良记录，不限行业、地区等。交付一定的年费。
Mission Sample 6: 
DAMA-Japan [Japanese] 
[image: ]

Here are a few examples of Vision statements:
Vision Sample 1:
DAMA-Calgary - Our Vision:  To support an empowered local community of information professionals. 
Our members span all industries:
· All 3 levels of Government
· Education
· Energy
· Manufacturing
· Retail
· Telecom
Vision Sample 2:
DAMA-Norway - DND-DAMA Norway's Vision is to standardize and formalize data management 
in Norway in order to increase competency and knowledge within Data Management.
DND – DAMA Norway will facilitate and encourage the sharing of data management experience, 
and wish to have a positive social impact upon society.
Vision Sample 3:
DAMA-Peru [Spanish] - La misión de DAMA Perú es:
Ser un organismo esencial y articulador clave para los profesionales técnicos y de negocios en la Gestión de Datos e Información en el Perú. 

[bookmark: _Toc117587526]Membership Patterns
Membership patterns vary around the world.  Some chapters meet monthly with a set of individual and corporate members.  Some meet quarterly and membership may just be registering and paying for an event.  Alternately, you may choose to allow your chapter events to be open to the public if a sponsor or set of sponsors are involved, although this may be problematic if the sponsor goes out of business or decides to no longer sponsor.
You do not have to stay with the starting membership pattern forever.
Some general suggestions 
· Dues Paying members with
· Exclusive events for dues paying members.
· Exclusive content for members available on website.
· Hosted Training for CDMP Certification
· Event Driven with Public webinar for the community with a fee charged
· Sponsor hosted events with a fee, but important to not play preference to one vendor or another per DAMA I rules

[bookmark: _Toc117587527]Publicity
Your chapter will most likely need to advertise to the public in order to engage new members.
Publication channels to consider include (depending on availability in your area):
· Chapter website
· Registration of your chapter website on the DAMA-I site
· Social Media
· LinkedIn
· Coordination with other DAMA chapters in your region or local data-focused membership groups
· Local educational institutions
· Chapter newsletters
· Word-of-mouth through DAMA members, local professionals, and supportive vendors
To this end, your chapter will want to consider how it presents itself to the public in online and print media. It is important to select the colors and logo to start presenting and promoting your brand at data events. You will need to define your DAMA Chapter colors and logo and prepare templates using your these.
Your chapter may consider additional promotional material, such as small giveaways, apparel, banners, etc.
[bookmark: _Toc117587528]By-Laws
Developing bylaws can be a daunting effort, so we have provided a few samples here.  A couple of tips: 
1) Keep them simple and somewhat generic, as it can be difficult later to get a quorum of people together to update them.
2) Make sure they are written to support the Mission and Vision of your specific Chapter.

Please see an example of DAMA Rocky Mountain Chapter’s Bylaws.


[bookmark: _Toc117587529]Preparing to Charter & Joining to DAMA-I 
When you have been through all the work of gathering active members, designing your membership approach, and creating at least a minimal set of officers – you are ready to consider chartering. Here are a few first steps:
1) Contact DAMA-I - you may want to do this early, as they have resources that can help with startup
2) Contact DAMA-I President’s Counsel president and plan attend a meetings
3) Have officers register on the DAMA-I website as an individual member and sign the ethics agreement
[bookmark: _Toc117587530]Funding your Chapter
You chapter will be expected to generate revenue for select costs. These costs may include:
1) DAMA-I Chapter Dues
2) Communication expenses
3) Host location fees
4) Speaker fees
5) Web hosting fees
6) Banking expenses
7) Brand merchandising 
You may choose to fund these by:
1) Charging membership dues
2)  Charging for admission to events
3) Sales of the DMBOK
4) Donations or sponsorships
5) Revenue from vendors at chapter hosted events (remembering DAMA-I rules on vendor neutrality)
[bookmark: _Toc117587531]Additional Resources
There are a several of good resources provided by DAMA-I which include a Starter Kit and a speakers list.  The speakers are generally seasoned data management professionals who have offered to speak at chapters sometimes for free, sometimes for a small to moderate stipend, or just for their expenses only.  What your organization needs and can afford will dictate who you might invite, but this can be worked through with the speaker.
[bookmark: _Toc117587532]Resources:
· PC Council Library – this becomes available once you have
·  submitted a letter of intent signed by the interested leaders in one document
·  then all of those leaders will have signed the current DAMA I Code of Ethics
· Validate that no more than two people belong to the same company
· None of the interested leaders are on the OPEC list
· And the name needs to be Country-City (not just a city)
· [bookmark: _Toc522551959]DAMA I – Chapter board members manual It is in the process of being updated.  It is important to reach out to the VP of Chapter services who has the official flow,
· PC Council Meetings with other Presidents

[bookmark: _Toc117587533]Contributors to this guide
· 11/11/2021 -Initial draft
· Marc Nolte – DAMA- Calgary, Canada
· Dawn Michels – DAMA – MN, USA
· Marilu Lopez – DAMA -MEXICO
· Shannon Prince – DAMA-RMC (Rocky Mountain Chapter), USA
· María Camilla Norgaard, - DAMA - Norway
· Diego Palacios – DAMA Perú
· James Wang - China
· Kelly Bruen – Rocky Mountain 
· Mikitaka Hayashi - Japan
· Francisco Romero – Mexico
· Carrie Marston – DAMA-Central Virginia, USA
[bookmark: _Toc117587534]Tips for Struggling Chapters 
This section of this document is still a work in progress but you may find these notes helpful.
· Your chapter may have been deactivated by DAMA-I. Reach out to the chapter services representative for your area to find out your status.
· The DAMA-I organization chapter services representative may also be able to give you advice and/or connect you with successful chapters in your area for mentorship.
· DAMA-I has set guidelines for a minimum number of board members. If you can secure only a few motivated individuals, you may be able to re-engage your chapter by limiting your activities to only what a few board members can handle. We suggest a reorganizing community event to determine and engage interest in your area.
· Reestablish funding suggestions
· Consider securing sponsorship
· Hold a fund-raising event leveraging speakers from DAMA I speakers List



[bookmark: _Toc117587535]Tips for Event Management (Future Section)

More content coming soon!
Here is an example of additional resource information to help chapters
Sample of Event Management Checklist from the Rocky Mountain Chapter.
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DAMA Chapter Canvas

Key Parties

Members

Individual

Corporate

Student

Honorary

Sponsors

Contributors

Venue Hosts

Officers

Pres*

VP Membership*

VP Programs/Educ*

VP Finance*

[VP Online Services]

[VP Communication]

[VP Facilities]



Key Activities/Events

Presentations

DAMA Days

Forums

Webinars

Conferences

Technology Showcases (must be multiple vendors)

 



Value Proposition

Education

Speakers

CDMP Prep

Business Acumen

Case Studies

Member Shares

Business Leaders

Networking

Community

Job Posting

Career Techniques

Discounts for Members

Conferences

Publications( DMBOK)

Pay if you pass promos



Venues

University

Corporate Members

Rented Centers

Hotel Accommodations

Sponsor Sites

Library or Public Facility

 



Channels

Meetings

Org Website/Newsletter

DAMA Intl Website

Public New Media

Social Media

Member internal press

Partnerships

Sponsors

Referrals from other Orgs

DAMA INTL

VENDORS

Other Professional Orgs

Regional Coordinators

Educational Institutions

 



Customer Segments

Members

Educators & Students 

Data Management Leaders

Business Leaders

Chief Data Officers

Chief Security Officers

Vendors – particularly Data management tools

Data Community Influencers



Revenue Stream

Membership dues

Sponsorship Contributions possibly tiers)

Paid events like conferences

Paid training events – CDMP training

Sales of Books like DMBOK

Public Donations





Legal Organization ( varies by locale)

DAMA Intl requirements

Locale Non-Profit Requirements

Protective Insurance for Officers ( if needed)

Protective Insurance for Venues (unless covered)

Legal Council for Incorporation

Librarian or Documentarian

 



Costs and Expenses

Cost of Membership

Cost of Hosting

Cost for Marketing and Advertisement + technology

Cost for Communication especially between officers

Costs for events including speakers, travel, publicity

Cost for maintaining membership inventory

Banking expenses 



This canvas is a template and guide, and not all elements may apply to your chapter. Each chapter can tailor their canvas to fit their needs and should be revisited annually.

Members/Community Relationships

Exclusive events for members.

Exclusive content for members.

Public webinar for the community.

Key notes for member's organizations.

Members Meet & Greet.

Mentoring.
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Mission Statement

The Rocky Mountain Chapter of the Data Administration Management Association (DAMA-RMC) is a chapter of DAMA International, conforms to DAMA International’s requirements for chapters in good standing. DAMA-RMC adapts the same Mission, Vision, Purpose, and Goals. 

Mission DAMA-RMC is a not-for-profit, vendor-independent,1 local association of technical and business professionals dedicated to advancing the concepts and practices of information and data management. 

Vision DAMA-RMC’s vision is to be an essential resource to those who engage in information and data management. 

Purpose DAMA-RMC’s primary purpose is to promote the understanding, development, and practice of managing data and information as key enterprise assets to support the organization. 

Goals DAMA International’s goals are to: 

∎ Help practitioners become more knowledgeable and skilled in the information and data 

management profession. 

∎ Influence practices, education and certification in the information and data management 

profession. 

∎ Support DAMA members and their organizations to address their information and data 

management needs. 

∎ Form alliances with other organizations with similar principles to strengthen the 

profession. 

Board of Directors

The board will consist of the following elected officers: 

President 

The President is responsible for providing leadership and direction. The President coordinates with other affiliated DAMA International Chapter Presidents; is the general representative to outside groups and bears final accountability for the health and well being of DAMA-RMC. 

Officer Role and Responsibilities ∎ Provide leadership for current activities and long-term direction. 

∎ Decide appropriate tasks and the person(s) responsible to complete that task. 

∎ Monitor completion of designated tasks. 

∎ Preside at business meetings. 

∎ Facilitate all DAMA-RMC meetings. 

∎ Attend or send a designate to the President's Council meetings. 

∎ Audit financial records for completeness and accuracy. 

∎ Represent DAMA-RMC to outside organizations. 

∎ Serves as Chapter representative to DAMA International ensuring compliance of the 

local chapter with its responsibilities to DAMA International. 

∎ Be eligible to vote at Board of Directors meetings only in case of ties among the other 

Board Members eligible to vote. 

∎ Assist in the transition of new board members. 



Vice President of Membership Services 

The Vice-President of Membership is responsible for membership solicitation and maintenance. 

Officer Role and Responsibilities ∎ Responsible for membership recruitment efforts. 

∎ Maintains chapter membership directory and distribution lists. 

∎ Processes new applications. 

∎ Responsible for annual membership renewals. 

∎ Compiles and analyzes membership statistics. 

∎ Create (as needed) member nametags. 

∎ Maintain (as needed) member meeting attendance. 

∎ Be eligible to vote at Board of Director's meetings. 

∎ Assist in the transition of new board members. 

Vice President of Communication 

The Vice-President of Communication is responsible for communication about the chapter. 

Officer Role and Responsibilities 

∎ Ensure all material published about the local chapter is accurate and reflects the local 

chapter's affiliation with DAMA International. 

∎ Publication of chapter newsletter. 

∎ Represent chapter in communication about chapter activities to external sources 

(TDAN, DM Review, newspapers, web site links, etc.). 

∎ Be eligible to vote at Board of Directors' meetings. 

∎ Assist in the transition of new board members. 



Vice President of Educational Services 

The Vice-President of Education is responsible for providing and coordinating DAMA- RMC with educational related services. 

Officer Role and Responsibilities ∎ Responsible for planning and scheduling chapter meetings including coordinating all 

speaker and facility requirements. 

∎ Maintain past and planned speaker list. 

∎ Coordinate with chapter members on facility arrangements. 

∎ Conducts annual survey of member interest. 

∎ Conduct meeting surveys as appropriate. 

∎ Be eligible to vote at Board of Directors' meetings. 

∎ Assist in the transition of new board members. 



Vice President Technology Services

The Vice-President of Technology Services is responsible for providing DAMA Rocky Mountain technology required for communications, membership, and chapter operations. This includes managing the collaboration platforms.

Officer Role and Responsibilities

■Provide technical advice to chapter board members. 

■Implement and maintain technology solutions and services as agreed upon by the board that are required for collaboration, data management and communication

■Research new technology trends and practices that may enhance chapter outreach and benefit members.

■	Ensure current and accurate web site information including (but not limiting to) chapter meeting schedule and past meeting presentations (as available).

■	Administer and maintain online service provision contracts with online service providers. 

■	Be eligible to vote at Board of Director's meetings.

■	Assist in the transition of new board members.



Vice President of Finance 

The Vice-President of Financial Services is responsible for maintaining DAMA Global 

Chapter's financial and legal records including the accounting for all revenues, dues, and 

disbursement of all funds in a responsible and controlled manner. 

Officer Role and Responsibilities 

∎ Coordinate and maintain the DAMA RMC Chapter's financial records including the 

accounting and reporting for all revenues, dues, and the approval and disbursement of all funds in a responsible and controlled manner. 

∎ Responsible for all banking accounts including signature cards, debit cards and on-line 

banking presence. 

∎ Coordinate collection of all DAMA-RMC Chapter Membership Dues, associated Fees, 

and any other revenues. This includes meeting dues, if appropriate. 

∎ If meeting dues are re-established, verify membership at monthly meetings and provide 

receipts. 

∎ Invoice corporate sponsors in a timely fashion. 

∎ Enable credit card processing for payments. 

∎ Produces and provides periodic reporting of DAMA RMC Chapter account balance 

sheets and income statement. 

∎ Administers and maintains all legal matters, documents, and Tax exemption details with 

respect to DAMA-RMC's Non-Profit organization and business status. 

∎ Perform liaison functions and interface with DAMA-RMC Chapter's legal counsel and 

certified public accountants, insurance, and banking institutions, administers files, and maintains. 

∎ Prepare for an annual audit of all records to be held by the end of each February and 

attended by at least one other Board member. 

∎ Be eligible to vote at Board of Directors' meetings. 

∎ Assist in the transition of new board members. 



Vice President of Administration Services 

The Vice-President of Secretarial Services is responsible for maintaining DAMA-RMC's administrative operations. 

Officer Role and Responsibilities 

∎ Provide minutes of board meetings. 

∎ Provide minutes of chapter meetings. 

∎ Provide highlights of speaker presentations for publication. 

∎ Perform special tasks as assigned by the President or Vice President of Communication. 

∎ Keep DAMA archives and historical records. 

∎ Be eligible to vote at Board of Directors' meetings. 

∎ Assist in the transition of new board members. 



The Vice President of Programs



The Vice President of Programs is responsible for the programming of chapter meetings, speakers and corporate sponsorship 

Officer Role and Responsibilities

· Responsible for planning and scheduling chapter meetings including coordinating all speaker and facility requirements. 

· Maintain past and planned speaker list.

· Coordinate with chapter members or others on facility arrangements.

· Conducts annual survey of member interest.

· Conduct meeting surveys as appropriate.

· Solicit and engage corporate sponsors, and manage sponsor engagement

· Maintain the corporate sponsor program materials

· Maintain list of current and possible future corporate sponsors

· Recruit other board members or chapter member volunteer assistants as needed.

· Be eligible to vote at Board of Directors' meetings.

· Assist in the transition of new board members.



Past President 

The Past President is responsible for providing transitional support to DAMA-RMC and for assuring the continuation of the board through supervising nominations and the election. 

Officer Role and Responsibilities 

∎ Provide advice to the Board of Directors. 

∎ Has no voting right on the Board of Directors. 

∎ Supports various activities as assigned to assist the current DAMA-RMC Board of 

Directors. 

∎ Administers (or assigns a delegate) the nominations and elections process for the 

DAMA-RMC Board of Officers. 

∎ Assist in the transition of new board members. 





Election of Officers 

1. Each officer will serve an elected term of two years. The president will automatically assume the office of past-president. Candidates for the office of President must have served at least one term in another board position or have been approved by the majority of the board. 

2. Each officer, whether elected, appointed or nominated shall be expected to serve a minimum completion of the two-year term for that position. 

Elections, appointments and nominations for all offices will be staggered as follows:

Odd Year Elections & Appointments

		Odd Year Elections & Appointments

(Term begins January 1 of even year)

		Even Year Elections & Appointments

(Term begins January 1 of odd year)



		President

		VP Finance



		VP Membership

		VP Programs 



		VP Administrative Services

		VP Communication



		VP Technology Services

		VP Education







3. Descriptions of Board positions and solicitations for nomination will be published by October with the call for nominations closing on the 31st of October . 

●	Nominees must be a member of DAMA-Rocky Mountain Chapter. 

●	Individuals can self-nominate



4. Elections will only be held for contested positions (more than one candidate) 

Each member will be notified of the nominees to the board prior to or at the November 

business meeting. 



Annual Election Schedule

		September 30

		Incumbent Board Members confirm their intention to serve another term or leave their position



		October 15

		Call for nominations is electronically published to chapter membership:

-List of positions open for election in the cycle

-Description of the position

-Indication is the incumbent wishes to continue in the position or if the position will be vacant.

-Requirements for nomination and serving

-Instructions on how to submit nominations

-Deadlines for nominations

-Election schedule



		October 31

		Call for nominations close



		November 15

		Election started electronically



		November 20

		Election closed



		November 30

		Election results published electronically







5. Voting will be conducted with the voting membership via an online survey tool (e.g. Survey Monkey). Results will be counted based on the Survey results. prior to the end of November. A simple majority of of votes submitted will determine the winners. Results will be counted by the Past-President (or assigned designate) and verified by another board member. The new officers will begin their term of office in January. 

6. Vacancies of unexpired terms will be filled by appointment, as determined by majority vote of the board. The term will expire at the end of the year, making the office available for the election. Any vacancies filled by election in midterm will expire at the end of their normal term as outlined in these Bylaws, Section I, paragraph B. 

Membership 

1. Voting Membership will be open to any person who desires to establish and promote the 

Data Administration function. 

2. Membership will also be available to all who support DAMA in concept and who also 

represent vendors of hardware, software or services relating to Data Administration, Data Processing or managerial and personnel services, or are otherwise burdened with a conflict of interest. No more than half of the board can be individuals who meet this criterion. 

3. All disputes regarding membership to be decided by majority vote of the board. 

AMENDMENT OF BYLAWS: 

1. All amendments to these Bylaws, proposed or temporarily enacted by the board, will be 

published and distributed to voting members prior to the November business meeting. These amendments will appear on the election ballots to be ratified by the voting members. 

BOARD MEETINGS: 

1. The board of directors will meet online regularly as agreed by majority of the board. 

2. The agenda for board meetings will be determined by the president with input from board members. 

3. Members may initiate board agenda items by notifying the president at least 24 hours 

prior to the board meeting. 

4. Board meetings and any minutes thereof will always be open and accessible to the 

members upon request. 

CHAPTER MEETINGS: 

1. Chapter meetings will occur quarterly in-person or via online conferencing. 





CORPORATE SPONSOR PROGRAM

The purpose of the corporate sponsor program is to generate operating funds for the chapter expenses. 

The details of the program are documented here. 
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Document Version Change Log 

		Version

		Date

		Author

		Changes



		1

		7/10/2014

		President - Donna Burbank

		Original Document



		2

		4/18/2017

		President - Shannon Prince

		· Update VP Finance Role Description

· Replace DAMA Global Chapter with DAMA-RMC



		3

		8/14/2019

		President - Shannon Prince

		· Update board member service period 

· Update board member election cycle and schedule

· Update VP Web Services to VP Technology and update description

· Added the VP Programs description

· Reformatted the entire document



		4

		9/13/2020

		President – Shannon Prince

		· Updated to include the Corporate Sponsor policy.
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ChapterMeeting_Planner_2022.xlsx
Chapter Meeting Checklist

		*Can be done earlier, but this is the latest deadline		Chapter Meeting Planning & Preparation						Programs 		Communications		Membership		Marketing & Partnerships		Operations/Administration		Finance		Technology		President		Education		Intern

		Timing*		Category		Task		Responsible

		Annual		Planning		Annual Calendar - Confirm dates for 4 quarterly events		Programs		X														X		X

				Planning		Update 4 Quarterly event dates on website		Technology														X

				Planning		Confirm Annual Sponsor		Partnerships								X



		8 Weeks Out		Event Information		Confirm Event Date/Time		Programs		X

				Event Information		Confirm Speaker(s)/Panel		Programs		X

				Event Information		Confirm Event Topic/Name		Programs		X

				Facility Details		Define Facility Needs  (Attendee capacity, amenities, cost) 		Programs		X

				Facility Details		Submit Facility Reservation		Programs		X

				Facility Details		Confirm Facility Reservation Recevied & Date/Time Accepted		Programs		X

				Event Information		Confirm Facility Location Address (and Host if applicable)		Programs		X

				Facility Details		Confirm Facility Parking Details		Programs		X

				Event Information		Confirm Budget for Expenses (known expenses)		Finance												X

				Event Information		Confirm Sponsor(s)		Partnerships								X

		6 Weeks Out		Communications		Set-Up Eventbrite Event with as many details as possible (Including Speaker(s) Bios, Abstract, Location, Parking)		Communications		X		X

				Communications		Set-Up Meetup Event with as many details as possible (Linked to Eventbrite)		Communications		X		X								X				X

				Communications		Newsletter - Save the Date (No Link)		Communications		X		X

				Communications		Add Event to DAMA-RMC Website		Technology				X										X

				Facility Details		Confirm Facility Food/Beverage/Catering Needs (Coffee & Water?)		Programs		X

		5 Weeks Out		Facility Details		Confirm Facility Details (Set-up time, event time, breakdown, parking, support staff, point of contact, Wi-Fi, disability access, etc.) 		Programs		X

				Facility Details		Confirm Facility Signage (if available)		Programs		X

				Facility Details		Confirm Facility special requirements (Mask Policy)		Programs		X

				Facility Details		Confirm Facility Floorplan (Entrance, event space, tables, food space, bathrooms, water, etc.)		Programs		X

				Speaker Details		Obtain Speaker(s) Bios, Topic Abstracts, and contacts (email, twitter handles, LinkedIn)		Programs		X

				Speaker Details		Confirm Speaker(s) Travel Needs & Reimbursement Agreement		Operations										X		X

				Speaker Details		Order Speaker(s) Books (as available)		Finance												X

				Sponsor Details		Confirm Sponsor(s) Event Point of Contact		Partnerships								X

				Sponsor Details		Confirm what the Sponsor(s) will pay for (location, food/beverage, etc.)		Partnerships								X

				Sponsor Details		Confirm Sponsor(s) Event Needs and what they will be providing to attendees		Partnerships								X

				Program Details		Finalize Meeting Agenda & Timeline		Programs		X														X

				Program Details		Post Meeting Agenda & Timeline on Website		Technology														X

				Program Details		Order DMBOK Books (as needed)		Finance												X

		4 Weeks Out		Membership		Ensure MailChimp member list is maintained		Membership						X

				Communications		Finalize/Publish Eventbrite Event (Including Speaker(s) Bios, Abstract, Location, Parking)		Communications		X		X

				Communications		Finalize/Publish Meetup Event (Linked to Eventbrite)		Communications		X		X

				Communications		Newsletter - Open for Registration - 1 Month Out (Includes EventBrite Link for RSVPs)		Communications				X

				Promotion		Post to LinkedIn - Open for Registration - 1 Month Out		Partnerships				X				X

				Promotion		Post to Twitter - Open for Registration - 1 Month Out		Partnerships				X				X

				Promotion		Post to Slack - Open for Registration - 1 Month Out		Partnerships				X				X

				Promotion		Cross-Promote with Other Data/IT Groups		Partnerships								X

				Promotion		Specific Marketing Campaigns to Corporations		Partnerships								X

				Promotion		All board members promote: Email, share, like, re-tweet, etc…		Communications		X		X		X		X		X		X		X		X		X		X

				Membership		Monitor Registration for 2 Weeks Post Newsletter		Membership		X		X		X

		3 Weeks Out		Facility Details		Confirm Other Food/Beverage/Catering Needs		Programs		X

				Facility Details		Order food from King Soopers		Programs		X

				Program Details		Prepare Run of Show		Programs		X														X

				Technology		Confirm Speaker(s)'s Technology Needs		Technology

				Happy Hour Details		Research Happy Hour Venue Locations		President																X

		2 Weeks Out		Communications		Newsletter - Reminder to Register - 2 Weeks Out		Communications				X

				Promotion		Post to LinkedIn - Reminder to Register - 2 Weeks Out		Partnerships				X				X

				Promotion		Post to Twitter - Reminder to Register - 2 Weeks Out		Partnerships				X				X

				Promotion		Post to Slack - Reminder to Register - 2 Weeks Out		Partnerships				X				X

				Promotion		All board members continue to promote: Email, share, like, re-tweet, etc…		All		X		X		X		X		X		X		X		X		X

				Speaker Details		Obtain Speaker(s) Presentations - Review for vendor neutral and confirm timeslot in agenda		Programs		X														X		X

				Speaker Details		Confirm if Speaker(s) will be doing any intra-meeting polls		Programs		X

				Speaker Details		Confirm final logistics with Speakers(s) including Point of Contact		Programs		X

				Sponsor Details		Confirm if Sponsor(s) will be doing a drawing for any prizes		Partnerships								X

				Program Details		Approve event expenses		Finance												X

				Program Details		Confirm which volunteers will check-in attendees		Membership						X

				Program Details		Prepare DAMA-RMC Presentation Sides (Agenda/Timeline, Facilitator, Overview, Sponsor(s), Speaker(s) Bio, Prizes, Next Events)		President																X

				Program Details		Prepare any needed event speaking scripts or special remarks		Programs		X														X		X

				Program Details		Confirm Day of Meeting Board Member Roles, Responsibilities, and Goals (# of people to engage with)		President																X

				Happy Hour Details		Confirm Happy Hour Venue Location		President																X

				Technology		Confirm AV Needs (Laptop, Video, Audio/Microphones, Clicker, Lighting, etc.)		Technology														X

				Technology		Confirm who will manage polls/chats (if applicable)		Technology												X		X				X

				Technology		Confirm Event Photographer		Technology												X		X				X

				Technology		Confirm Event Audio/Video Manager		Technology												X		X				X

		1 Week Out		Facility Details		Confirm final logistics with Facility including Point of Contact		Programs		X

				Sponsor Details		Confirm final logistics with Sponsors(s) including Point of Contact		Partnerships								X

				Sponsor Details		Confirm table available for Sponsor(s)		Programs		X						X

				Sponsor Details		Get Location Host Gift and Card (Ensure Board Members Sign It at event)(If applicable)		Operations										X

				Program Details		Add Speaker(s) slides to g-drive and prepare to present		President										X						X

				Program Details		Add Membership Infographic Slides to Presentation		Membership						X

				Program Details		Prepare Attendee Interactions/Engagements (Polls/Surveys, Inter-meeting tweeting)		Membership						X				X				X

				Program Details		Prepare for Q&A		President						X				X						X

				Program Details		Confirm how many prizes (books) will be given out		Finance										X		X		X

				Program Details		Share Attendee List from Eventbrite with Board for update		Membership						X

				Speaker Details		Get Speaker(s) Gift and Card (Ensure Board Members Sign It at event)		Operations										X

				Communications		Newsletter - Reminder of Event - Tuesday before event		Communications				X

				Promotion		Post to LinkedIn - Reminder of Event - Tuesday before event		Partnerships								X

				Promotion		Post to Twitter - Reminder of Event - Tuesday before event		Partnerships								X

				Promotion		Post to Slack - Reminder of Event - Tuesday before event		Partnerships								X

				Program Details		Prepare Final Attendee List from Eventbrite ( 1-2 Days Out and share with board)		Membership						X

				Day Of Details		Print Attendee Nametags (1 day before)		Membership						X

				Day Of Details		Print Speaker(s) nametags (1 day before)		Membership						X

				Day Of Details		Gather Prizes for Drawing		Operations										X

				Day Of Details		Print signs for outside directions (as needed)		Operations										X

				Day Of Details		Print signs for check-in table and meeting space (as needed)		Operations										X

				Happy Hour Details		Confirm Final Logistics with Happy Hour		President																X

				Event Information		Re-confirm Board Members attendance		President																X

		Meeting Day		Communications		Newsletter - Join Now Reminder - Morning Of Event		Communications				X

				Promotion		Post to LinkedIn - Join Now Reminder - Morning Of Event		Partnerships								X

				Day Of Details		Confirm Wi-Fi Access		Technology														X

				Day Of Details		Bring all AV Materials		Technology														X

				Day Of Details		Pick Up Food/Beverages/Ice (Morning of from King Soopers)		Programs		X

				Day Of Details		Bring Event Materials (DAMA-RMC Sign, Pens, Stickers, etc.)		Operations										X

				Day Of Details		Get Décor/Flowers		Operations										X

				Day Of Details		Prepare for Wheel of Names (using present attendees)		Membership						X

				Day Of Details		Setup technology with facilities		Technology												X		X

				Day Of Details		Setup Attendee Check-In Table		Membership						X				X

				Day Of Details		Greet and settle speakers		President																X		X

				Day Of Details		Greet sponsors and / or hosts		Partnerships								X								X

				Day Of Details		Register Attendees		Membership						X				X										X

				Day Of Details		Intra meeting communications  e.g. tweeting		Communications				X														X

				Day Of Details		Meeting Facilitator (Including Giving of Gifts)		President																X

				Day Of Details		Conduct Prize Drawings		Membership						X				X				X

				Day Of Details		Breakdown event - Pack up all Supplies		All		X		X		X		X		X		X		X		X		X		x

				Day Of Details		Store Supplies After Event		Operations										X

		1 Week Post		Post Event		Personal Thank You to Speaker(s)		President																X

				Post Event		Process/Edit Recording		Technology														X

				Post Event		Post Presentation and Recordings to website		Technology														X

				Post Event		Next Newsletter: Follow-up communication to the community including a thank you to Speaker(s) and links to presentations on DAMA-RMC website.		Communications				X

				Post Event		Debrief among Board Members via email: Lessons learned, feedback about what worked, what can be better etc…		All		X		X		X		X		X		X		X		X		X		X

				Post Event		Reimbursements to Speaker(s) for Travel		Finance												X






