(Sample Template of Events Committee Policy ) -  For COFACC Partner Chamber Use Only


Events Committee

About: The Events Committee was designed to advocate and support the mission and programs of the _________(Name of Chamber) _______and assist the chamber with economic development of the ____(Area of  Coverage) ______ area through effective event planning and preparation of chamber activities.

Purpose: The Events Committee assists in the planning, execution, and review of all the chamber’s events. 

Relation to the Board of Directors, Staff, and other committees: The Events Committee will provide a proposed events calendar plan (subject to change) to propose to the Board of Directors by ____(specify month of the year) _____ meeting the year before the plan is to be executed. They will report to the Board of Directors no less than Quarterly at their monthly Board of Director’s meetings. Proposed reporting months: Jan. Apr. July. & Oct. Ideas for events will be accepted or rejected at events committee meetings by taking a vote of participants present at each meeting then the proposals will be recommended to the Board of Directors for approval. The Events Committee will work closely with staff, treasurer, and budget committee to propose a sound budget to present to the board for approval for each event. The Board of Director’s will have final vote to accept or reject all events and proposals by majority vote.

Members of the Committee: The Events Committee will be comprised of an Events Chair, the Executive Director (if available), and all current members in good standing willing to participate. 

Requirements to participate in Events Committee:

· Be a current chamber member in good standing.

· Be a good human and display “goodwill” towards others. Hospitable. Courteous.

ALL Members of the Events Committee should
· Be willing to participate 2-5 hours monthly on event projects.

· Be willing to invite chamber members to join the committee.

· Be willing to volunteer and help with chamber events.

· Invite fellow members to chamber events.

· Promote positivity and innovation.

· Promote all things ___(Name of Chamber) ______.

· Be willing to express constructive criticism.

· Share events on social media.

· Aim to participate in chamber events.

· Be knowledgeable of chamber mission, vision, goals, and activities.

· Be knowledgeable and understanding of the financial budget and financial needs of the organization.

Events Chair:

· Must be a current chamber member in good standing and currently serving on the Board of Directors the same year elected to chair the Events Committee.

· Must be recommended by the Board President then approved by majority vote of the Board of Directors.

· Must work with the Board President and Executive Director (if applicable) to create meaningful events that are profitable, dynamic, entertaining, and in alignment with the chamber’s mission.

· Must provide solidified meeting dates, locations, and description of activities to the Executive Director (if applicable) and/or President.  Preferably information is sent a month in advance for proper invitation to be sent to the membership at large.

· Must keep the committee on task and utilize an agenda when necessary.

· Must designate a member of the committee to take notes of each meeting for submission to the Executive Director/President and for future reporting to the Board of Directors as needed.

· Has the power to designate task forces and subcommittees. They can charge a chair person to each task force or subcommittee to conduct additional planning and organizing of each pre-approved event unless rejected by the Board President and/or majority vote of the Board of Directors. Example: Auction Committee, Banquet Committee etc.

· Must present a budget of projected profit and loss for every event to the Board Treasurer and Executive Director/President to be included in the annual budget at October’s meeting.
Roles: The Events Committee, its members, and the Events Chair cannot legally enter any financial contracts or commitments without board approval. Staff must carry out financial duties per board approval and budget unless otherwise directed by the Board of Directors by majority vote prior to the agreement. 


