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1. [bookmark: _Toc519615175] Policy Changes 
A policy may only be voted into place when the whole Board of Directors has had an opportunity to review it. Current policies will be reviewed every December by the outgoing President, incoming President, and others of their choosing.
Where policies are outdated, they should be revised and sent to the whole Board for consideration, at least five days before the Board’s January meeting. At that meeting, the Executive Board will vote on the policies and procedures.
During the year, if a Board member feels a policy should be revised or initiated, he or she can forward it to the President. The suggested policy will then be mailed to the whole Board of Directors at least five days before the next monthly Board meeting, for their consideration. The suggested policy will then be voted on at that next meeting.

[bookmark: _Toc31724172][bookmark: _Toc37318025][bookmark: _Toc37319932][bookmark: _Toc37325217][bookmark: _Toc519615176]Chapter Information at a Glance
	Founded in:
	1959

	Areas served:
	Omaha metropolitan and the surrounding communities of northeast/southwest Nebraska, and including western Iowa.

	Non-profit status:
	Non-profit educational Association under Section 501(c)3;  Organized exclusively for charitable and educational purposes

	Organization size:
	250+

	Address:
	P.O. Box 85793
Lincoln, NE  68501-5793

	Chapter administrator:
	Glenda Hinz

	Website:
	www.ATDnebraska.org
	

	e-mail:
	contactus@ATDNebraska.org
	

	Phone:
	(402)850-6710
	

	NAC (National Advisor to Chapters):
	Laura Renaud 
Queen Creek, AZ 
Home Chapter: Valley of the Sun
Tenure 2018-2020
Chapters: Greater Tucson, Valley Of The Sun, New Mexico, Central Oklahoma, Tulsa, Lincoln, Nebraska
	480.684.4699 | laura.renaud@medtronic.com

	Chapter Services Team:
	ATD Chapter Relations Manager, Western Area
Arlington, VA
Employee of ATD
Support ATD Chapters with questions, concerns and suggestions.
	www.TD.org/clc 
· Resources
· Chapter Services Team

	Board Meetings:
	3rd Friday of each month except for June and November which are reserved for full-day retreats.
The December meeting is reserved for transitioning the in-coming and out-going Board members.
	First National Business Park
14010 FNB Parkway
Conference Rm C

	Professional Development and Networking Events:
	Usually the 2nd Wednesday of each month except for July and December; times vary
ATD Nebraska members are entitled to member pricing for most ATD-Lincoln events as well.
	Blue Cross Blue Shield
1919 Arksarben Drive


	SIGs (Special Interest Groups):
	Special Interest Groups are formed throughout the year based on interest.  The Directors of Program Coordination coordinates these efforts.

	GIGs (Geographic Interest Groups):
	Geographic Interest Groups are formed as needed based on interest.  The Directors of Program Coordination coordinates these efforts.


[bookmark: _Toc519615177]ATD National Mission, Vision, and Code of Ethics
[bookmark: _Toc251106713][bookmark: _Toc452645072][bookmark: _Toc453928241][bookmark: _Toc519615178]Mission, Vision, & Code of Ethics
[bookmark: _Toc519615181]Visit https://www.td.org/about/vision-mission-code-of-ethics to view the Mission, Vision, & Code of Ethics of ATD National. 
Mission, Vision, Strategic Goals & Oath of Office
[bookmark: _Toc251106717][bookmark: _Toc452645076][bookmark: _Toc453928245][bookmark: _Toc519615182]Mission
[bookmark: _Toc251106718][bookmark: _Toc452645077][bookmark: _Toc453928246][bookmark: _Toc519615183]Visit http://atdnebraska.org/aboutus to view the Mission and Vision of ATD Nebraska
[bookmark: _Toc251106719][bookmark: _Toc452645078][bookmark: _Toc453928247][bookmark: _Toc519615184]Board Goals
Operations: Support the Chapter's foundational business processes
Membership: Support and advance member's career development
Profession: Demonstrate the value of the Workforce Learning and Performance profession 
Community: Provide service to our community to encourage growth in ourselves and others
[bookmark: _Toc251106721][bookmark: _Toc251106722][bookmark: _Toc251106723][bookmark: _Toc251106724][bookmark: _Toc251106725][bookmark: _Toc251106726][bookmark: _Toc251106727][bookmark: _Toc251106728][bookmark: _Toc251106729][bookmark: _Toc251106730][bookmark: _Toc251106731][bookmark: _Toc251106732][bookmark: _Toc251106733][bookmark: _Toc251106742][bookmark: _Toc251106743][bookmark: _Toc251106745][bookmark: _Toc452645079][bookmark: _Toc453928248][bookmark: _Toc519615185]Oath of Office
On my honor, I do solemnly swear to support and promote ATD Nebraska in accordance with all governing bodies and bylaws.

I take this obligation freely, without any reservation; and I will faithfully fulfill the duties of the office on which I am about to enter.
[bookmark: _Toc251106746][bookmark: _Toc251106747][bookmark: _Toc251106748][bookmark: _Toc251106749][bookmark: _Toc251106750][bookmark: _Toc251106751][bookmark: _Toc452645080][bookmark: _Toc453928249][bookmark: _Toc519615186]Chapter Leader Philosophy
ATD leaders combine a dedication to Workplace Learning Professionals with service to the Association characterized by: 
· focusing on the needs of members and customers 
· being accountable for producing measurable results
· exhibiting motivation, initiative, and self-directed behavior 
· working in a true staff-volunteer partnership
· reaching out and bringing into the work of the Association a broad and diverse cross-section of the membership 
[bookmark: _Toc251106752][bookmark: _Toc519615187]Chapter Management 
The management of the affairs of the Chapter shall be vested in the Executive Board of Directors. It shall be the duty of the Executive Board of Directors to carry out the goals and purposes of the Chapter, and to this end it may exercise all powers of the Chapter. The duties of the Executive Board of Directors shall include: 
· establishing policy for the operation of the Chapter 
· approving the strategic plan, the annual plan, and the budget 
· approving categories of membership 
· authorizing new committees of the Chapter
· performing other functions as appropriate for the Executive Board of Directors
[bookmark: _Toc251106754][bookmark: _Toc251106755][bookmark: _Toc452645082][bookmark: _Toc453928251][bookmark: _Toc519615188]Board of Directors 
The Executive Council is composed of the President, President-Elect, and Past-President. 
The Executive Board of Directors is composed of the Executive Council and the Vice President positions. 
· All Executive Board members are voting members.
The Board of Directors is composed of the Executive Board of Directors, Directors, and Secretary Positions. 
Qualifications 
Persons seeking to serve on the Board of Directors must be Chapter members in good standing as specified in the Chapter bylaws. Board members are required to maintain ATD membership as well as a membership with ATD Nebraska. The Chapter will pay a Board member’s ATD dues, providing the Board member’s company is not already paying the dues. Board members must sign a commitment form in order for the Chapter to pay the Board member’s dues.  If the Chapter pays the ATD dues for a Board member and the Board member leaves their Board position prior to the end of their term, they must repay the Chapter for amount paid for ATD dues for the remainder of the year. 

A member of the Executive Council and the appropriate Vice President for the position the candidate is seeking will review applications.  Vice Presidents will interview candidates to determine if the candidate is a good fit for his or her team.  Executive Council members will give input on candidates.


Board Members 
	Required vote of confidence positions (Officers):
· President (not elected but a voting member)
· President-Elect
· Past President (not elected but a voting member)
· Vice President of Finance 
· Vice President of Marketing and Communications
· Vice President of Membership
· Vice President of Education 
· Vice President of Programming
	Required appointed positions:
· Secretary (Executive)
· Administrative Assistant (Executive)
· Director of Partnerships (Finance)
· Director of Technology (Marketing & Communications)
· Director of Social Media (Marketing & Communications)
· Director of Communications (Marketing & Communications)
· Director of Marketing Design (Marketing and Communications)
· Director of Member Engagement (Membership)
· Director of Career Resources (Membership)
· Director of Trainer’s Institute (Education)
· Director of Speaker Connections (Education)
· Co-Director of Program Coordination (Programming)
· Co-Director of Program Coordination (Programming)







[bookmark: _Toc251106756][bookmark: _Toc452645083][bookmark: _Toc453928252][bookmark: _Toc519615189]Election of Officers
	Month 
	Activity 

	March-April
	Past President starts mentoring the President-Elect in the Election Process.

	May 
	Start advertising the need for volunteer leaders for next year. President-Elect begins internal succession planning discussions.

	June 
	Collect candidates and assemble Nominating Committee with a minimum of five members:  President-Elect, Past President, President and two or three Chapter members in good standing not currently serving in elected positions, including one Past President from a previous year and two members-at-large.

	July 
	Nominating Committee will convene and make nominations or conduct interviews. The President-Elect contacts suggested individuals. Final candidates are chosen by the President-Elect with input from the Nominating Committee. President presents proposed slate of Officers to include: all VP positions and President-Elect. A vote of confidence on candidate slate is conducted.

	August 
	Results are reported to the general membership at the Professional Development and Networking Event.

	November 
	Attend Retreat.   Newly elected candidates can start attending leadership meetings.

	December 
	Officers take oath of office.


[bookmark: _Toc251106757][bookmark: _Toc452645084][bookmark: _Toc453928253][bookmark: _Toc519615190]Requirements of Board Members
· Executive Board Meetings – In order to conduct business, a quorum of voting Executive Board members must be present at all Board meetings.  Therefore, in accepting a Board position, the member assumes the responsibility to make every reasonable effort to attend each monthly meeting beginning in November (incoming) through December of the end of their term in office. 
1. Attendance - Failure to attend three consecutive and duly called meetings of the Board of Directors will be sufficient cause for the Board to consider replacing a Board member under the provisions of Chapter Bylaws (see Article III, Section G). Failure to attend three called Executive Board meetings and failure to send written or verbal representation will be sufficient cause for the Executive Board to consider replacing an Executive Board member under the provisions of these Bylaws. If a Board member can’t attend a meeting, he or she should notify their Vice President or the President.
2. A majority of members (more than half) of the Executive Board of Directors shall constitute a quorum at any meeting of the Executive Board. Should a quorum not be present, those members present may adjourn. 
3. The act of the majority of Executive Board members present at a meeting where a quorum is present shall be the act of the Executive Board unless a greater proportion is required by law or by these bylaws. 
4. The Executive Board must vote on the following items:
· Any item of business requiring the Chapter to go over budget by $100 or more 
· Any item of business or change in procedure that would alter the Operating Manual
5. Any change to the Chapter By-laws requires a vote by the membership.  There must be a 51% favorable vote from the members voting in order to make a change to the Chapter By-law.
6. Executive Board members may not cast proxy votes for absent Executive Board members. 
7. Executive Board members may cast an absentee ballot in writing to an Executive Council member (President, President-Elect, or Past President) prior to the vote. 
· Chapter Meetings and Events – Board members must participate as a member in monthly programs and special events whenever possible. Failure to attend a minimum six Chapter events will be sufficient cause for the Board to consider replacing a Board member.
· CARE – Assist in meeting and reporting requirements for CARE.
· Budget and Financials – Executive Board members must submit budget for program area annually and review Chapter financial statements monthly.
· Maintain Website Area – Check relevant content on Chapter website (www.ATDnebraska.org ) and submit updates to Director of Technology, as needed.
· Succession Planning – Maintain and update records relevant to position for benefit of successor; during succession planning in May, recommend at least two potential candidates for the position; train successor in duties for the position during transition period 
· Uphold the Chapter By-Laws, Articles of Incorporation, Code of Ethics, and Chapter Operating Policies contained in this manual.
[bookmark: _Toc251106758][bookmark: _Toc452645085][bookmark: _Toc453928254][bookmark: _Toc519615191]Term of Board Members 
Although the term of office is from January 1 until December 31, it is strongly suggested transition training begins in November of the year in which the Board member is elected (or appointed). Members of the Board of Directors are officially installed at the December Board Meeting. 
The President-Elect shall be elected to serve a term of three years, one as President-Elect, one as President, and one as Past President. Vice Presidents shall be elected to serve a term of two years. Executive Board members may serve no more than two consecutive terms in the same position. The term length for Directors will vary dependent on the position but cannot exceed four consecutive years in the same position. 
[bookmark: _Toc251106759][bookmark: _Toc452645086][bookmark: _Toc453928255][bookmark: _Toc519615192]New Board Member Orientation
Every Board member is expected to train his or her successor. In November (incoming) a retreat is held in which an orientation to the Board is conducted. If questions arise throughout the year, Board members may refer to their Vice President, President-Elect, President, or Past President for assistance. 
[bookmark: _Toc251106760][bookmark: _Toc452645087][bookmark: _Toc453928256][bookmark: _Toc519615193]Meetings of the Board of Directors
· Number of Meetings – the Board meets at least 12 times during the calendar year. Two of these meetings are retreats: one in November to develop the new Board’s strategic goals/ objectives, and one in the summer to review progress on their goals. 
· Officers’ Reports – all executive officers are to turn in their report no later than the first Friday of the month. All Board members receive a copy of the officers’ reports no later than one day before the upcoming Board meeting. 
· Agenda – all Board members receive the Board meeting agenda no later than one day prior to the upcoming Board meeting. 
· Minutes – all Board members receive minutes of Board meetings no later than one week after the Board meeting. Minutes will be posted on the Chapter website no later than one week after the Board meeting.
·  
· Vice President Substitution – when a Vice President is unable to attend a monthly Board meeting that Vice President is responsible for securing one of his or her Directors to attend in his or her place. The Director is not able to vote in place of his or her Vice President.  
· Meeting Ground Rules – to keep meetings productive and effective, Board members should prepare for meetings and arrive promptly.
[bookmark: _Toc251106761][bookmark: _Toc452645088][bookmark: _Toc453928257][bookmark: _Toc519615194]Vacancies
When a vacancy occurs for an Executive Board of Directors position, the President may, with the approval of the majority of the Executive Board of Directors, appoint a replacement from among Chapter members in good standing to serve the balance of the term. 
Should the office of President be vacated, the President-Elect will assume the position and its responsibilities. If both the offices of President and President-Elect become vacant simultaneously, the Vice President of Finance will convene the Executive Board of Directors to select a member of that body to assume the duties and responsibilities of the President until a special election by the membership can be held. Approval of an interim President will require a majority vote of the Executive Board of Directors. 
[bookmark: _Toc251106763][bookmark: _Toc251106764][bookmark: _Toc452645089][bookmark: _Toc453928258][bookmark: _Toc519615195]Communication
The Chapter does not authorize the use or sale of its membership e-mail list or addresses to accept, transmit, or distribute unsolicited bulk mail/e-mail by vendors to its members, partners, or leadership. 
Extreme caution must be exercised in using e-mail to communicate confidential or sensitive matters and the Board should not assume that e-mail is private and confidential. It is especially important that users are careful to send messages only to the intended recipient(s). Particular care should be taken when using the "reply all" command during e-mail correspondence. All e-mails sent to the Chapter distribution list will be sent by the Marketing team, our Administrative Assistant, or the Chapter website automatic notifications. 
[bookmark: _Toc251106765][bookmark: _Toc452645090][bookmark: _Toc453928259][bookmark: _Toc519615196]Committees 
The Chapter uses committees (each reporting to a Board member) in order to operate more effectively and provide leadership opportunities to its members. The Chapter encourages as many members as possible to volunteer. Committees should meet as needed.
Official Committees 
Each Board member is responsible for recruiting committee members. The following are the permanent standing Chapter committees, their areas of responsibility, and the Board member to whom they report:  
· Employee Learning Week Committee – Reports to the Vice President of Education.  Responsible for the successful execution of ELW activities.
· Nominating Committee – Reports to the President Elect.  Responsible to start the election process.
Ad Hoc Committees 
The Executive Board may establish ad hoc committees for specific duties other than those of the official committees. Such committees may plan and coordinate programs to meet the special interests of members such as Membership Awards or Strategic Planning. Although the chairperson/coordinator for such a committee need not be a Board member, one Board member must serve on the committee. 
[bookmark: _Toc251106766][bookmark: _Toc452645091][bookmark: _Toc453928260][bookmark: _Toc519615197]Executive Council’s Roles
President’s Role 
The President oversees all Board activity and leads and motivates Board members. While each Board member is responsible for Chapter management, the President has specific responsibilities in the following areas:
· Board Meetings – The President plans for and chairs the Board meetings. Planning involves setting dates, times, and location of meetings with Board members. It also involves preparing and sending the meeting agendas to the Board at least one day in advance of a Board meeting. If the President cannot preside over a meeting, the President-Elect will do so. 
· Goals and Budgets – The President oversees the process of developing Board goals and budgets. Each outgoing Board member works with his or her successor during November and December to prepare goals and budgets for his or her team for approval at the January Board meeting. Following approval, the Vice President of Finance compiles a budget document and the Secretary prepares a summary of the Board goals. 
· Strategic Planning – The Board prepares a Strategic Plan that will guide it through the following 3 years. The Board reviews and adjusts this plan annually. The President is responsible for ensuring the plan gets reviewed and that annual goals lead to accomplishment of the plan. 
President-Elect’s Role 
The President-Elect will assist the President as needed, and may perform duties in his or her absence. He or she may also assume the position of the President, upon consensus of the Board, should the office become vacant. 
· Board Socials – The President-Elect is responsible for helping to build camaraderie among the Board members and will schedule and coordinate at least two Board socials throughout the year.

· Membership Survey – In cooperation with the VP of Membership, the President-Elect will develop and distribute the Membership Survey.  The results assist in goal setting at the November retreat.

· Learning Leader Awards – The President Elect will solicit nominations for the Learning Leaders Awards.  He or she will be responsible for sending out the ballot to members and collecting the results.  The President-Elect will purchase the awards and present them at the Winter Social.
Past President’s Role 
The main role is to advise the Chapter leadership on various issues and topics as well as provide a historical perspective. The current Past President will chair the Past Presidents Advisory Board and be the liaison between the current Board and Past Presidents. The Past President will serve as the Chapter Board representative for the Learning Leaders Group.  The Past President will also serve as the volunteer coordinator.  

· CARE – The Past President will submit the CARE Report by January 31st.  The Past President will also educate the Board on the CARE elements throughout the year and prepare the President to submit the CARE Report the following year.

· Mentoring the President – For the first three months of the year, the Past President will be a close advisor and mentor to the President.

· Mentoring the President-Elect – After the first three months of the year, the Past President will be a close advisor and mentor to the President-Elect.

· Liaison between ATD and ATD Nebraska – The Past President will maintain a connection with ATD and will act as liaison between the Board and ATD.

· Development Coach – The Past President will help in succession planning by mentoring high potential leaders and mentoring VPs to better coach their Directors.
Administrative Assistant’s Role
The Administrative Assistant is the only paid position in the Chapter. His or her responsibilities can include: processing registrations and memberships, serving as a central point of contact for members and non-members, and assisting with communications and advertising campaigns. The Administrative Assistant’s pay will be reviewed annually by the Executive Council and voting on pay increase (if applicable) will occur at the December Board meeting with the pay change starting on January 1st of the following year.
[bookmark: _Toc519615198]Policies & Procedures
These policies and procedures are based on previous Board actions and precedents which, through practice, have come to be considered policy. Upon acceptance by the Board of Directors, the policies contained herein supersede and take the place of any previous action or practice considered to be policy. Polices may be added, deleted, or changed as needed by the Board of Directors. In all cases the Bylaws of the Chapter take precedence. 
[bookmark: _Toc251106768][bookmark: _Toc452645093][bookmark: _Toc453928262][bookmark: _Toc519615199]Chapter Membership 
Membership in the Chapter is open to those who have interests or responsibilities in training, human resource development, talent development and organizational development; and are interested in advancing the goals of the Chapter. Membership is solicited from the Omaha and northeast/southwest Nebraska area as well as western Iowa. Membership solely for commercial purposes is not allowed. Each member in good standing shall have a vote and full membership rights.
Term of Membership 
All memberships are for one or two years from the month dues are paid for initial or lapsed memberships. Renewal dues will extend the membership for one or two years from the expiration date. 


Annual Membership Dues 
	Membership Type
	Price
	Nebraska Membership
	ATD Membership
	Notes

	Local
	$60
	1 year
	No
	

	Local – 2 Year
	$108
	2 years
	No
	10% Discount

	Power Professional
	$289
	1 year
	1 year Professional
	$30 Discount for Power membership

	Power Professional Plus
	$429
	1 year
	1 year Professional Plus
	$30 Discount for Power membership

	Student
	$25
	1 year
	No
	Available to full-time students and includes a $10 discount to attend Monthly Professional Development and Networking Events.

	Senior
	$35
	1 year
	No
	Not advertised

	Corporate
	$240
	1 year
	No
	5 Members at one company

	Transitional
	$5 per month
	1 Month (maximum of 12 consecutive months)
	No
	Available by request to job seekers who are without current employment.  This membership also includes a $10 discount to attend Monthly Professional Development and Networking Events.

	Chapter Leader Professional Plus
	$239
	1 Year
	1 year Professional Plus
	$80 Discount for Power membership

	Presidential* Professional Power Plus
	$179
	1 Year
	1 year Professional
	$80 Discount for Power membership

	*For Past Presidents in 2014 and beyond:  Requires Chapter engagement of at least 6 activities and filling out the renewal.   For Past Presidents prior to 2014:  requires only filling out the renewal.


Program Add-Ons

	Membership Plus 3
	Additional $60 to any membership

	Membership Plus 6
	Additional $120 to any membership

	Membership Plus 9
	Additional $180 to any membership


Membership Cancellation/Refund Policy
Cancellation requests should be sent to contactus@atdnebraska.org.  A prorated refund will be processed to the original credit card or by return check to the original check issuer if at least 31 days of membership remains on the account.
Equal Opportunity
The Chapter offers equal opportunity to all eligible members, regardless of race, color, creed, religion, national origin, age, gender, sexual orientation, marital status, political affiliation, veteran status, physical or mental impairment. It is the President’s responsibility to review and adjust these policies annually. 
Membership Records and Directory
As a service to members, a membership directory is available through the Chapter web site. It is the practice of the Chapter to consider mailing list distribution and exchange with Chapter members, as well as with similar associations. The purpose of this policy is to provide a method for Chapter membership to engage in cross-promotional activities, while ensuring that such exchanges will not be considered as unrelated to the Chapter’s purposes. 
The Membership Team, along with the Administrative Assistant, is responsible for maintaining member records and for ensuring that members are billed in a timely manner. Members are responsible for updating their own record via the Member Login online.
[bookmark: _Toc251106769][bookmark: _Toc452645094][bookmark: _Toc453928263][bookmark: _Toc519615200]Programming 
The Chapter is dedicated to offering quality professional development programs and services to its members and others involved in the talent development profession. To that end, the Chapter offers issue-focused professional development programming, ongoing special interest programming, and other programming as desired or supported by the membership. 
Professional Development Programming
In addition to a featured speaker, each professional development program provides time for formal and informal networking among participants. There will be at least six professional development programs each year to maintain CARE compliance. Speakers will submit an RFP to the VP and Director of Programming.  The request will be reviewed and if the request is accepted, the Speaker will sign the Speaker Agreement. Speakers are paid $100 or a local membership and $50.  Speakers are entitled to 30% of the profit for workshops. The Executive Board of Directors, through a vote, must approve any variation from the 30% profit split.  Profit split is calculated by the Vice President of Programming and submitted to the Vice President of Finance for review and payment. Speakers are allowed to donate the money for their services back to the Chapter scholarship fund.  
Board members will make announcements at each professional development event.  The event will begin at the advertised time regardless of the time announcements are done. 
Program Registration 
· Fees
· Members
· $20 when registered at least 8 business days before the program
· $25 when registered between 1 and 7 business  days before the program
· $35 the day of the program 
· Non-members
· $35
· Receipts are issued at the time of online registration and also upon request at the check-in table. 
· Cancellation Policy – No-shows will be billed. To avoid a no-show billing, please cancel by the close of business (5 pm Central) two business days before the event by calling (402) 850-6710.
· If the program is cancelled – Chapter will offer a refund for the program and a discount on a future program.
· Evaluation – attendees are asked to complete an evaluation, sent via e-mail following each program. This information is used to determine how well the Chapter is meeting the professional development needs of its membership. 
Special Interest Groups (SIGs) and Geographic Interest Groups (GIGs)
Special Interest Groups give members and non-members the opportunity to more deeply explore particular interest areas. These areas have included training technology and books. Each SIG typically holds a meeting quarterly during the year which features local experts or focuses on special topics. 
Geographic Interest Groups give members and non-members the opportunity to meet with Talent Development Professionals in their geographic area to more deeply explore the field of Talent Development.  Generally, GIGs are formed when travel to the ATD Nebraska events is difficult.  
"Sister Chapter" Programming with ATD - Lincoln
The Chapter has a sister Chapter located in Lincoln, Nebraska. The two Chapters stay in touch to share trends, ideas, etc. For example, we send our newsletters to their leadership and they send their newsletter to our leadership. We strive to maintain a reciprocal relationship. Members of ATD Nebraska are entitled to member pricing for most ATD-Lincoln events and ATD-Lincoln members are entitled to member pricing for most ATD Nebraska events.
0. [bookmark: _Toc519615201]Marketing and Communications
The Chapter strives to inform members, prospective members, and the community of the resources available through Chapter services, programs, and activities. By providing access to information from ATD sources, the team also promotes a greater awareness of ATD. Marketing the Chapter to encourage membership growth is another responsibility of the Communications team. In addition, the Communications team publicizes achievements of the Chapter and its members. 
0. Using the ATD and ATD Nebraska Identities
There are specific guidelines for using the ATD logo and identity. See the ATD Chapter Branding Hub on the ATD National website for details.  There is specific branding that is unique to ATD Nebraska that is used when marketing or promoting ATD Nebraska. 
0. Marketing (Advertising and Promotion)
All marketing/advertising/promotions will be:
1. Made only with members and similar associations, organizations, or companies that have stated purposes aligned with those of the Chapter
1. Made only when such marketing/advertising/promotions will not interfere with the mission or goals of the Chapter
1. Made only when there is obvious benefit to the Chapter and its members
1. Placed through the Marketing and Communications team
1. Subject to rejection by the Chapter if, in its sole discretion, it considers the material to be unacceptable, based upon the material to be promoted or for any other reason
This policy applies to all members of the Board of Directors, Administrative Assistant, Committees, Special Interest Groups, members, and any other external groups, organizations, or individuals who are granted approval to the usage of the Chapter’s membership list. This policy applies to electronic mail and to printed copies distributed to membership, partners, or the public at any Chapter event as well as to all printed mailing materials. An ICF (Internal Communication Form Form) must be filled out and submitted to the Director of Marketing three months in advance of the event or promotion being advertised in print, 30 days in advance of the event or promotion being advertised electronically. 
0. Website 
To advertise events on the website, board members must: 
· Submit contact name, address, telephone number, e-mail address and a detailed description of the event via the Internal Communication Form (ICF). The event must show value to the Chapter membership by promoting services that are applicable to the needs of Chapter members. If updates are needed to the original submission, submit changes via the Request Change/Updates form. 
· Submit requests at least two (2) weeks prior to the date the posting is needed.
· Chapter members’ organizations may have one (1) event posted on the Chapter web site free of charge per calendar year as a complimentary member benefit. Made only when events align with Chapter mission or goals.
· Due to reciprocal benefit between local Chapters, the ATD-Lincoln Chapter may request event postings free of charge; however, registrations would still be managed by the ATD-Lincoln Chapter.
2. Blog
The Chapter web site hosts a blog that contains information of interest to the membership. Optional items include are book reviews, local education opportunities, training tips, feature articles written by Board and Chapter members, etc.  
Guidelines for Submissions
· Target Length – 200 words or less. 
· Content Limitations – We do not currently have a process to keep more than two blog posts visible on the website. 
· Submission Process – You can complete the newsletter/blog request form or post your blog by logging into Wild Apricot and go to Admin view. Click on Website in the top menu. Click on Add Post and add the blog post. For more direction, reach out to the Director of Technology.
· Content Limitations – We do not include submissions for free that are only a promotion for a learning session or product. All content, not provided by the board or ATD Nebraska, is subject to review by the board. 
0. Social Media
The Chapter maintains a social media presence on multiple channels: LinkedIn, Facebook, Instagram and Twitter. The purpose of each of these channels is different. 
· LinkedIn: Use to post articles written by board and members to gain influence in the talent development area, gather feedback, problem solving, professionally connect with members and others in the TD area
· Facebook: Community building, advertising events, social networking
· Instagram: Background photos of an event or unique photos of an event
· Twitter: Conversations about industry trends and best practices, create conversations rather than information sharing, use for professional development, advertising events, back channeling events
Board members are encouraged to interact with the Chapter using their personal/professional accounts. This includes sharing their opinions regarding the content.
Guidelines for Submissions to have items posted by the Chapter accounts
· Deadline – Determined by the Director of Social Learning, and a schedule will be provided.  
· Target Length – Dependent on the channel, but shorter is better. 
· Graphics – When including graphics with an article (such as a speaker’s photo or a piece of clipart), be sure to send the original graphic file as an attachment in the online submission form. If sending the graphic only within your article document, we cannot guarantee good quality results and may need to omit the graphic. If no graphic is included, the communication team reserves the right to use an image of our choosing. Please do not use copyrighted images without permission and provide source of image if necessary. 
· Content Limitations – We do not include submissions for free that are only a promotion for a learning session or product. All content, not provided by the board or ATD Nebraska, is subject to review by the board. 
0. Newsletter 
An electronic newsletter is published quarterly. The Chapter web site and the newsletter serve as primary communication channels for the Chapter. The newsletter is sent via e-mail to all current members and those who have opted in to receive the newsletter. Topics for the newsletter are current events for the Chapter and the area. 
Guidelines for Submissions
· Deadline – Determined by the Director of Communications and a schedule will be provided.  
· Target Length – 200 words or less. Please use online submission form. 
· To advertise events on the website, board members must submit the contact name, address, telephone number, e-mail address and a detailed description of the event to either the Vice President of Marketing and Communications or the Director of Marketing via the Internal Communication Form (ICF). The event must show value to the Chapter membership by promoting services that are applicable to the needs of Chapter members.
· Graphics – When including graphics with an article (such as a speaker’s photo or a piece of clipart), be sure to send the original graphic file as an attachment in the online submission form. If sending the graphic only within your article document, we cannot guarantee good quality results and may need to omit the graphic. If no graphic is included, the communication team reserves the right to use an image of our choosing. Please do not use copyrighted images without permission and provide source of image if necessary. 
· Content Limitations – We do not include submissions for non-Chapter events for free that are only a promotion for a learning session or product. All content, not provided by the board or ATD Nebraska, is subject to review by the board. 
· Submission Process – Complete a newsletter/blog request form located on the Chapter website.                               
  
4. Mailing Lists (Printed or Electronic) 
All e-mails sent to the membership, community, or Chapter partners will be sent from the contactus@ATDnebraska.org  address and will include contact information for the responsible party of the information included in the e-mail. This also assists us in standardizing a look and feel to the e-mails sent by the Chapter. The Chapter does not authorize the use or sale of its membership e-mail list or addresses to accept, transmit, or distribute unsolicited bulk e-mail by vendors to its members, partners, or leadership. 
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Members of the Education Team help ensure all educational events are mapped to the 
ATD competency model and are responsible for Trainer’s Institute.
Scholarship Fund
The purpose of the ATD Nebraska Julie Durmaskin Professional Education Scholarship Fund is to encourage the professional development of ATD Nebraska members. The scholarship is funded by donations and by CHiP funds each quarter. Applicants must be members in good standing of ATD Nebraska and complete an application. 
A maximum of $400 may be awarded to applicants one time in a rolling 12 month period. 
The following qualify for scholarships:
· ATD Nebraska programs exceeding $100
· Talent Development conferences, courses, certifications or certificate programs exceeding $100
Procedure:
· Applicants must complete and submit the application form and documentation of the program to the VP of Education. 
· The VP of Education reviews the application and approves or denies based on requirements and use of funds. 
· The VP of Education notifies the candidate of the decision.  
· If the application is approved, a plan of payment or reimbursement will be determined. 
· The approved applicant must be willing to write a newsletter article, blog entry or film a testimonial video for our website to share what they learned from the professional development experience.
A separate bank account will be maintained for the Julie Durmaskin Professional Education Scholarship Fund.
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The financial process consists of annual budgeting and auditing, and monthly financial statements maintained and distributed by the Vice President of Finance. The Chapter’s financial reporting system is a cash accounting system. The Chapter’s fiscal reporting period is from January 1 through December 31. 
Budgeting Process 
· Preparation – By December, each Executive Board member prepares for the following fiscal year by:  
· Setting goals and objectives for the coming year 
· Determining expenses needed to meet those goals and objectives 
· Analyzing revenues and expenses from the previous and current year to determine which are likely to reoccur in the coming year and which are one-time-only occurrences 
· Projecting increases and decreases in current revenue and expense 
· Completing the Budget Planning Worksheet 	
· The annual budgeting process shall consider both revenues and expenses for each team prior to approving the Chapter’s budget. 
· Budget Report – The Vice President of Finance collects the budget worksheets, compiles all the budget worksheet data, and transfers it to an overall budget report. 
· Board Approval –the Board votes to approve the budget at or before the January Board Meeting. 
Investment of Funds
· Long-term Investments – The Chapter is able to make long-term investments if it has funds in excess of an amount that is equivalent to 18 months operating expense. These funds should be invested in vehicles that provide a sufficient return in a reasonable period of time, based on the cash needs of the Chapter. 
· Short-term Investments – The Chapter makes short-term investments of funds in vehicles such as checking, saving and money market accounts. 
Signature Cards
Signature cards, updated each year, list the Vice President of Finance, the President-Elect, the President and the Past President as authorized account holders, with any signature required, not all. 
Debit Cards
Debit cards are held by the Vice President of Finance, President, Past President and President-Elect. 
Financial Review
An internal financial review will be conducted annually and more frequently if circumstances dictate, with findings reported to the Board of Directors. Internal Reviews can be done by a Chapter member, CPA, auditor, bookkeeper, college accounting major, MBA, or Vice President of Finance from another ATD Chapter. The review must be conducted by someone other than a current Chapter leader or someone who handles the books.
A CPA will conduct an external review for all years ending in -5 or -0. The Vice President of Finance will budget accordingly for this expense.  Following these years, the Financial Review Committee (comprised of the Executive Council, with the help of the Vice President of Finance) will consider recommendations for a CPA to review the financial records to assure their accuracy.
Results of all financial reviews and/or audits will be published and made available to the Chapter membership within ninety (90) days of the findings report.
Tax-Exempt Status 
As a non-profit educational Association under Section 501 (c)(3) of the Internal Revenue Code of 1986, the Chapter maintains a tax-exempt status:   47-0586452.  ATD Nebraska is included in the ATD Group Tax Exemption as well.
IRS Filing Responsibility 
The Chapter does not have to file a federal tax return if annual gross receipts are normally (at least two of the past three years) under $25,000.  The Chapter is covered by what ATD sends the IRS each year. If the Chapter is over that threshold, the Chapter will have to file a Form 990. This is just an informational return; no tax is due.
The Chapter may still have a filing requirement for federal form 990T, if the Chapter has over $1,000 worth of revenue from an unrelated business.				
Bonding of Chapter Officers and Appointed Volunteers
ATD Nebraska carries a Blanket Dishonesty Bond in the amount of $25,000 per occurrence, which covers any elected or appointed volunteer in your Chapter in the event of financial misuse. 
Liability Insurance 
The Chapter maintains a liability insurance policy which covers any Chapter liability should a member become injured during a Chapter function. The premium is due in January. 
Incorporation Fees
The Chapter’s Administrative Assistant will receive the form from the Secretary of State to complete and return before June 1 in the years the report is due. It is the Chapter’s responsibility to file this report even if the Chapter does not receive the notice. This report is to be filed in even-numbered years.
Travel Reimbursement for Board Members to ALC 
All Board members are encouraged to attend the Annual Leadership Conference (ALC) at their own expense. The Chapter provides financial assistance for some travel expenses for ALC when funds are available. However, Board members are encouraged to seek financial assistance from their own organization to attend conferences and leadership events. If budget allows, funds will be used to cover airfare, lodging and registration of attending members whose companies will not cover the expenses up to a maximum of 6 board members. Actual financial support will be determined by the budget. 
 
In order to be eligible for Chapter Funds, a board member must: 1. submit and/or co-submit a request for proposal (RFP), 2. Serve in their position since January of that year, 3.Indicate a commitment to remain on the board for the following year, and 4. Provide proof of requesting funds from their organization. Those who have not been selected to present and are requesting financial assistance of the chapter are required to submit a written application. Attendees will be asked to report to the Board when returning and distribute related material appropriate to the Board members. Priority funding for ALC is determined based on the following criteria (in order):
1. Accepted ALC submissions*
2. President Elect
3. Vice Presidents 
4. ALC submissions who were not accepted
5. First time attendees
*In the event that more than 6 board members who have been selected to present at ALC are requesting Chapter funding, primary facilitators will receive funding first. If additional funds are available, co-facilitators will be selected using the criteria 2-7 above.
· Registration – the Chapter will cover the costs of registration. All Executive Board members are expected to submit RFP’s to ALC to help defray the cost of registration. Directors are encouraged to submit as well.
· Food – meals will not be covered by the Chapter.
· Lodging – the Chapter will cover the cost of lodging, with two to four people occupying a room. If a board member chooses single occupancy instead of a room share, that individual will be required to pay the cost of their room. 
· Transportation – airline costs will be covered up to $350.00. The Board member will approve and pay for any additional costs above this amount. The Chapter will not cover any taxi or other transportation costs. 
· Changes to Transportation/Lodging plans – if a Board member changes their travel plans, they are required to pay the Chapter back for any lost funds or additional fees incurred.
· Tie Breaker – in the event of a tie, a matrix of chapter involvement over the past year will be used, including, but not limited to: program attendance, board meeting attendance, strategic group participation, etc.
Procedures for Expense Reimbursement 
All requests for expense reimbursement are submitted to the Vice President of Finance.
1. When the Vice President of Finance gets a reimbursement request, he or she will confirm there are receipts attached and a Vice President has approved the expense and has allocated it to the appropriate cost center. 
2. If any of these items are missing, the Vice President of Finance returns the request to the person who submitted it and the request will not be processed until the information is complete. 
3. In writing checks the Vice President of Finance will record in the accounting software the cost center the check has been allocated to and add additional referencing information. This helps him or her prepare the monthly budget reports for the Board. 
4. The Vice President of Finance will write checks within one week of the Income/Expense voucher being correctly submitted. 
Procedures for Invoice Payment 
When a Board member or committee member orders a product or service on behalf of the Chapter, that person is responsible to see that the invoice is accurate.
The person initiating the expense should be sure that the invoice contains his or her name and is sent to the Vice President of Finance, who, in turn, will contact the Board member responsible to verify its accuracy. 
If the person initiating the expense believes the invoice is in error, it is that person’s responsibility to contact the vendor for clarification, to resolve the matter, and to report how it was resolved to the Vice President of Finance so that the invoice may be paid. 
Procedures for Making Deposits 
1. When the Vice President of Finance receives cash or checks for deposit, he or she will credit the appropriate account within one week of receipt. 
2. When filling out a deposit slip in the checkbook, the Vice President of Finance will notate what the credit was for. This will help prepare the monthly budget reports for the Board. 
3. When the Vice President of Finance receives a bulk of money (cash, checks, etc.) to deposit, he or she will verify the total amount received. Do not assume that the person who submitted the money has counted properly. 
Procedures for returned check (non-sufficient funds)
If a member or guest presents a check as means of payment for a monthly luncheon, workshop, membership dues, sponsorship, or any other item invoiced by the Chapter, and the check is returned by the Chapter’s bank for non-sufficient funds, the Chapter’s administrative services will contact the member or guest to request secondary payment, including any fees assessed by the Chapter’s bank. A replacement check is an acceptable form of secondary payment.
If a member or guest has two checks returned for non-sufficient funds in a calendar year, the Chapter’s administrative services will request the member or guest use an alternate method of payment for future events, such as cash or credit card via online registration on the Chapter’s web site. 
Partnerships with Chapter 
It is the practice of the Chapter to encourage public awareness and networking between companies and organizations within the community and the Chapter membership. The purpose of this policy is to create strategic partnerships between the chapter and other organizations to the benefit of our members. Partnerships can be financial or as otherwise determined useful by the parties involved. When initiating a partnership, a memorandum of understanding will be created to ensure all parties are receive what is expected from the partnership. 
Partnerships will be:
· Made only when such marketing/advertising/promotions will not interfere with the mission or goals of the Chapter.
· Made only when there is benefit to the Chapter and its members. 
All partnerships are subject to approval by the Director of Partnership or VP of Finance. 
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As a part of a larger organization, our Chapter has certain duties and responsibilities to ATD from which we derive benefits and privileges. The Board shall encourage and foster a good working relationship between the Chapter and ATD. 
Requirements for Maintaining the Chapter Charter (CARE)
The Chapter must meet strict guidelines to maintain membership in the International Association. CARE must be filed by January 31 of the new year and will report on the previous year’s information.
ATD Resources 
· The Chapter Leader Community Web site is for ATD Chapter Leaders:  http://www.TD.org/clc
· Leader Connection Newsletter (LCN) 
This is a free monthly newsletter from ATD Chapter Services department specifically targeted for Chapter leaders highlighting useful news and information. http://www.td.org/lcn
· Free Content
Access content from the “Free Content for Chapter Leaders” website to enrich Chapter newsletters, websites, Chapter meetings, and other marketing communication initiatives. Please read and print out the agreement when checking out the articles from T+D, Infoline, and other free content.
· Marketing Materials Request
Request ATD marketing materials for use at Chapter events.
· National Advisors for Chapters (NAC) 
A volunteer group of distinguished ATD Chapter leaders. Their mission is to serve as advisors, advocates, and mentors within ATD on matters of Chapter management and operations to ensure high quality service to members. 
· Chapter Relationship Managers 
· Help to familiarize Board members with resources from ATD. 
· Participate in a Board meeting or retreat, in person or via conference call. 
· Support a Chapter event (exhibit ATD materials, recognize volunteers). 
· Connect you with other Chapter leaders around the country. 
· Go with you to approach a company about ATD membership. 
· Help you get materials from ATD, such as brochures. 
· Conduct phone meetings with specific Board members. 
· Help you identify Chapter best practices. 
ATD Conferences 
Our Chapter endorses ATD conferences and encourages individual members to attend whenever possible. 
· TechKnowledge – typically held in January every year in varying locations, this national conference is geared toward technology in the talent development industry. 
· International Conference and Exposition – typically held in May of every year in varying locations; this is the premiere conference for talent development professionals.
· ATD Chapter Leaders Conference (ALC) – typically held in October of every year in Alexandria, Virginia; the purpose is for Chapter leaders to come together to network and share best practices.  All Executive Board members are encouraged to submit RFPs to ALC.
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ATD Chapter Affiliation Requirements (CARE) are a set of performance guidelines designed to help Chapters deliver consistent benefits to members. CARE consists of elements in five key areas that are necessary for running a Chapter like a business: administration, financial, membership, professional development, and communication. 
Submission by the Past President is due on January 31, reporting information for the previous calendar year. 

1. Administrative Component 
1.1. The chapter’s mission, vision, and bylaws align with those of ATD. Additionally, the chapter meets the ATD brand identity guidelines. 
1.2. The chapter maintains written position descriptions for elected chapter board members. 
1.3. The chapter members participate in the nomination and election of the chapter board. 
1.4. The chapter creates an operational plan that includes but is not limited to: 
· annual goals 	
· communication/marketing strategy 
· recruitment/retention strategy 
· succession planning strategy
1.5. The chapter submits a current board roster in Excel format with CARE submission and updates ATD Chapter Services as changes occur. 
1.6. The chapter submits a current membership roster in Excel format to ATD Chapter Services with CARE submission. 
1.7. The chapter board meets at least once per quarter and makes meeting minutes available to members. 
1.8. The chapter board completes a risk management assessment. 
2. Financial Component 
2.1. The chapter complies with federal and state reporting requirements. 
Reminder: All chapters are required to file annual Form 990 or Form 990N with the IRS. 
2.2. The chapter board develops and approves an annual operating budget and makes it available to members. 
2.3. The chapter board ensures an annual internal or external financial review is completed by an individual or group not directly responsible for the management of the chapter’s finances. 
Reminder: All chapters are required to provide its most recent balance sheet and income statement. 
3. Membership Component 
3.1. The chapter board assesses its members’ needs and satisfaction levels at least once per year. 
3.2. The chapter achieves by 12/31/18 a minimum of 20 joint chapter/ATD members (the original chapter chartering requirement) and 35 percent of the chapter’s membership. (Please note: There is an aggregate chapter goal of 50 percent.) 
3.3 The chapter completes 10 joint membership activities of the chapter’s choice. For support, review the joint membership job aid. 

4. Professional Development Component 
4.1. The chapter board members maintain joint chapter/ATD membership and participate in both annual chapter and ATD leadership development opportunities. 
4.2. The chapter provides at least six (6) professional development activities per year for members. 
5. Communication Component 
5.1. The chapter maintains a current website with up-to-date information. 
5.2. The chapter disseminates a communication piece to members at least once per quarter that includes chapter and ATD programs and initiatives. 
5.3. The chapter board produces, and shares with members, an annual report that includes but is not limited to: 
· membership numbers 
· financial performance 
· progress toward annual goals. 

For additional information about the CARE elements, please visit the CARE webpage on ATD’s Chapter Leader Community (CLC) website. Reminder: All chapters are required to submit, along with the online survey, the following documents: 1) 2019 Chapter Board Roster, 2) 2018 Chapter Membership Roster, 3) 2019 Chapter Operating Plan, and 4) most recent Balance Sheet and Income Statement. 

[bookmark: _Toc519615206]Appendix
[bookmark: _Toc453928270][bookmark: _Toc519615207]ATD Acronyms	
	ALC
	ATD Chapter Leaders Conference

	
	Gathers Chapter leaders from ATD Chapters to network with each other and ATD staff to learn best practices for running their Chapters.  Attended by the Officers of the Board of Directors. Typically held at the end of October in Alexandria, VA.


	ChIP
	Chapter Incentive Program

	
	Revenue sharing program that offers Chapters an opportunity to earn additional revenue by sharing the revenue from new business they generate for ATD programs and services.
Includes national memberships, conference registrations, and books published by ATD.
Each Chapter has been assigned a source code, ATD-Nebraska’s code is: CH6064.


	COM
	Chapter of the Month

	
	Highlights a Chapter each month that deserves special recognition. Recipients must have had a Sharing Our Success (SOS) submission accepted, be 100% CARE achieved, be innovative, and have not been featured as Chapter of the Month within the past 18 months.


	CARE
	Chapter Affiliation Requirements

	
	Requirements the Chapter must meet on an annual basis to retain their status with the International Association.


	CPLP
	Certified Professional in Learning and Performance

	
	The only credential covering the entire talent development profession.
To be eligible, all candidates must have five years of full-time professional work experience in the talent development field or the equivalent.


	CRM
	Chapter Relations Manager

	
	National point of contact for Chapters.


	CRC
	Chapter Recognition Committee

	
	ATD advisory committee comprised of volunteer Chapter leaders selected to identify, recognize, and share Chapter best practices.
Recommend and select Sharing Our Success (SOS) submissions for recognition and recognize Chapters for the Chapter of the Month (COM) distinction.

	
	

	EPF
	Event Proposal Form
Form used by Chapter members and Board members to request to present for the Chapter


	GIG
	Geographical Interest Group

	
	Formed when travel to Chapter events is difficult due to geographic location.

	ICE
	International Conference & Expo 

	
	Held each spring and features 200+ educational sessions from industry leading experts. Acronym is unofficial and not to be used around ATD representatives


	ICF


LCN
	Internal Communication Form
Form used by board members to document marketing needs

Leader Connection Newsletter

	
	Monthly newsletter providing information to help Chapter leaders run a successful Chapter.


	NAC
	National Advisor for Chapters

	
	Volunteer group of distinguished ATD Chapter leaders involved in supporting, reviewing, and creating initiatives to help Chapters including individual leader coaching, Chapter Board facilitation, and program presentations for Chapters.
The NAC chair also serves on the ATD Board of Directors.
NAC members serve three year terms.


	PAC
	Program Advisory Committee

	
	National advisory committee comprised of volunteer Chapter leaders selected to work with ATD staff to develop and execute the annual ATD Chapter Leaders Conference (ALC).


	RA
	Risk Assessment

	
	Outlines best practices regarding the reduction of risk for the Chapter, its leaders and its members.


	RFP
	Request For Proposal

	
	An invitation for presenters to submit a proposal on a program or workshop for approval.


	SIG
	Special Interest Group

	
	Informal groups that provide members opportunities to explore professional development in a specific area of interest.


	SOS
	Sharing Our Success

	
	Helps Chapters improve through sharing and finding easy-to-use ideas, resources, and practices.

	
	

	TI
	Trainer’s Institute
Multi-day event designed to help new talent development professionals learn the basics, as well as allow experienced professionals to hone their skills, in regard to foundational concepts with real-world application, best practices, and current industry trends for adult learners.

	
	

	TK
	TechKnowledge Conference & Expo

	
	Held each winter and showcases the latest trends in Talent Development technology.
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	1959-1960
	Patrick J. Mulvhill
	
	2004
	Carol Horner

	1962-1963
	Michael Beilis
	
	2005
	Tricia Danielsen

	1964-1965
	Frank Goodell
	
	2006
	Patricia Harrold

	1966
	Harold Slayer
	
	2007
	Angela L. Galloway

	1967
	Joseph Murphy
	
	2008
	Wendy Schultz

	1968
	E. Lee Horeis
	
	2009
	Heather S. Davis

	1969
	Ken Fielding
	
	2010
	Michael L. Merritt

	1970
	Russell Browne
	
	2011
	Terry Lee

	1971
	Thomas Moore
	
	2012
	April Kassen

	1972
	Thomas Ernst
	
	2013
	Christine Hitchcock

	1973
	Richard McGaughey
	
	2014
	Shelly Whittaker

	1974
	Patricia Rogers
	
	2015
	Jill Banaszak

	1975
	Dan Albertus
	
	2016
	Jon Titus

	1976
	Jim Woods
	
	2017
	Krishna Clay

	1976-77
	Frances A. Kimberly
	
	2018
	Ericka Juno

	1977-78
	William C. Burgess
	
	2019
	Jen Wichern

	1978-79
	Mike Fletcher
	
	
	

	1979-80
	George Boddy
	
	
	

	1980-81
	Melinda Bickerstaff
	
	
	

	1982-83
	Merle Schlines
	
	
	

	1983-84
	Clint Maun
	
	
	

	1984-86
	Marilyn Fischback
	
	
	

	1986-87
	Nancy O’Brien
	
	
	

	1988
	Michael Hoisch
	
	
	

	1989
	Mike Obal
	
	
	

	1990
	Louise Waszak 
	
	
	

	1991
	Liz Mazzotta
	
	
	

	1992
	Michael Anderson
	
	
	

	1993
	Patricia Snipp
	
	
	

	1994
	Colleen Haack
	
	
	

	1995
	Doug Maline
	
	
	

	1996
	Janet French
	
	
	

	1997
	Marguerite McGill
	
	
	

	1998
	Deb Nastasi
	
	
	

	1999
	Rick Noss
	
	
	

	2000
	Dustin Logan
	
	
	

	2001
	Cindi VanHousen
	
	
	

	2002
	Gretchen Finke-Patras
	
	
	

	2003
	Lisa Hayes
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


[bookmark: _Toc453928272][bookmark: _Toc519615209]ATD Membership Commitment Form 
Form used to document the commitment of an ATD Nebraska Board member requesting financial assistance from the Chapter for their ATD International membership.  This document resides on the Hinztime/TeamworkPM site.
[bookmark: _Toc453928273][bookmark: _Toc519615210]ATD Nebraska Board of Directors Application
Application used by individuals interested in filling a Board position to provide information on their experience and vision for the Chapter.  This document can be found on the ATD Nebraska website - ATD NE Resources, Get Involved page.
[bookmark: _Toc453928274][bookmark: _Toc519615211]ATD Nebraska Board of Directors Interview Questions
List of questions utilized by VP’s, President and/or President Elect for interviewing Board candidates.  This document resides on the Hinztime/TeamworkPM site.
[bookmark: _Toc453928275][bookmark: _Toc519615212]Request for Vote
Document used when Board approval is needed for an operating expense outside of the budgeted amount or a policy/procedure change to the Operations Manual.  This document resides on the Hinztime/TeamworkPM site.
[bookmark: _Toc453928276][bookmark: _Toc519615213]Chapter Bylaws
The governing rules and regulations of the ATD Nebraska Chapter.  This document can be found on the ATD Nebraska website – About Us page.
[bookmark: _Toc453928277][bookmark: _Toc519615214]Articles of Incorporation
Legal document filed with the Secretary of State to formally establish our Chapter as a corporation.  This document resides on the Hinztime/TeamworkPM site.
[bookmark: _Toc453928278][bookmark: _Toc519615215]ATD Nebraska Board Report
Monthly report used by each Executive Board Members to share information, decisions, and vote requests, as well as progress towards goals with the entire Board of Directors.  This document resides on the Hinztime/TeamworkPM site.

[bookmark: _Toc453928281][bookmark: _Toc519615216]ATD Nebraska Speaker’s Agreement
Form used to document the commitment of a speaker for an ATD Nebraska event.
· The Programming Speaker’s Agreement resides on the Hinztime/TeamworkPM site.
· The Trainer’s Institute Speaker’s Agreement resides on the Hinztime/TeamworkPM site.
· The Employee Learning Week Speaker’s Agreement resides on the Hinztime/TeamworkPM site.
[bookmark: _Toc453928282][bookmark: _Toc519615217] Internal Communication Form (ICF)
Form used by Board members to document marketing needs.  The document resides on the Board only section of ATDNebraska.org.  
[bookmark: _Toc453928284][bookmark: _Toc519615218] ATD Nebraska Sponsor Application
Application used by companies interested in becoming a sponsor of an ATD Nebraska event or activity.  This document resides on the ATD Nebraska website – About Us – Promote Your Business – Sponsor Application.
[bookmark: _Toc453928285][bookmark: _Toc519615219] Julie Durmaskin Scholarship Application
Application used by individuals interested in receiving financial assistance to further their professional development.    This document can be found on the ATD Nebraska website – Resources – Scholarship – Scholarship Application.
[bookmark: _Toc453928286][bookmark: _Toc519615220] ATD Nebraska Budgeting Worksheet
Document used by each Executive Board member to demonstrate current year income and expense, as well as estimate projections for the following year.  This document resides on the Hinztime/TeamworkPM site.
[bookmark: _Toc453928287][bookmark: _Toc519615221] ATD Nebraska Budget Report
Monthly reporting of the Chapter’s income and expenses created by the VP of Finance.  Budget Reports resides on the Hinztime/TeamworkPM site.
[bookmark: _Toc519615222] Mentoring Request Form
Application used by members interested in participating in the mentoring programing.  This document resides on the ATD Nebraska website – Career Resources – Mentoring – Become a Mentee. 

[bookmark: _Toc519615223]Request Change/ Update Form
Form used by Board members to document changes needed to the website.  The document resides on the Board only section of ATDNebraska.org.  
[bookmark: _Toc519615224]Board Bio/ Picture Form
Form used by Board members update their bio information on the website.  The document resides on the Board only section of ATDNebraska.org.  
[bookmark: _Toc519615225]Newsletter/ Blog Submissions 
Form used by Board members to submit newsletter and blog submissions.  The document resides on the Board only section of ATDNebraska.org.  
0. [bookmark: _Toc519615226]ALC Request for Funding Form
Form used for Board members to request Chapter funding to attend the ATD Chapter Leaders Conference (ALC). The document resides on the Board Only Section of ATDNebraska.org.
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