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EXECUTIVE TEAM GUIDELINES
Following the Overview each area of responsibility is covered in detail as a guide. Should you need further clarification, contact your Regional Support.
OVERVIEW of President
Meet with Visitors to ensure their category is open prior to starting the meeting
    Conduct weekly B2B meeting using the B2B MEETING AGENDA.  
· Present Member Recognition during meeting

· Meet with qualified Visitors following the meeting to ask them to complete membership applications.

· Process New Member Applications.  
     Create the President's MEETING RECAP using Templates. This link takes you to a form you can fill in current meeting info. If that does not work for you, you can use this word doc template for your recap.
      Visitor Follow-up:  
         Obtain their business card with EMAIL information; submit info to Regional for Flw/Up, add their name and business category to your weekly recap.
[bookmark: newmember]      Notify Regional Support of member requests for Sabbatical
     Submit Nominations for replacement of EXECUTIVE TEAM Members 6 weeks prior to the end of your term or upon other termination to the Regional Support for approval.  
     Coordinate and direct the efforts of the EXECUTIVE TEAM so that a full membership is maintained and the B2B method is carried out effectively.
· Assign Group Chair positions.  
· President Oversees the Greeter Chair, New Member Mentor Chair & Open House Chair
· Vice President Oversees Communications Chair & Publicity Chair

· [bookmark: ad]Secretary Oversees the Timer Chair

Details of the Presidents Responsibilities are outlined below as referenced above:
APPLICATION PROCESS: Please do not let the Application leave the meeting 
   The applying Member fills in the application completely and signs where indicated.  They must list their business category and complete the description of their business in the space provided.  This later portion can be vital in case a question arises, at a later time, as to what business they represent with their membership.
     If the President suspects a conflict of business categories with the application of a new Member, follow this procedure:
a.    Make arrangements for the two people (current member and applicant) to meet before the next program.
b.    If a Member feels there is a conflict, the applicant may not be a Member in this Group, however; they may be placed on a wait list or referred to another Group through your Regional Support.
c.    If the current Member and applicant can come to an agreement that there will be no conflict, the current Member, signifies by signing their name in the appropriate space provided on the application.
· Before a person may be accepted into membership, they must be confirmed by the President of that Chapter and/or the Regional Support.

 B2B MEETING AGENDA
     As a President, you are responsible for seeing that the B2B method is carried out by following the provided AGENDA.
a.   This method has been researched and tested, and has successfully produced positive results. Please make NO CHANGES, SUBSTITUTIONS, OR ADDITIONS.
b.   The B2B method uses SPACED, TIMED REPETITION OF INFORMATION in such a way that positive results are produced for the Members.
REMINDER, to arrive at the venue 15 minutes early to meet with the Executive Team, greet Visitors and Members and prepare Group materials.  Enthusiastically welcome Members and Visitors as they arrive. The Greeter will collect Non-Members Advertising Fee and inform about lunch fees. 
NOMINATING THE NEW EXECUTIVE TEAM:
   Start the process of looking for the replacement Executive Team 2 months prior to the end of your term:
o       Keep in mind these positions are appointed, we do not ask for volunteers.
o       The candidates you nominate must be approved by the Regional Support prior to approaching the individuals  
  and confirming their appointment.
o       Incoming Team Shadows the Current Team the last month of the term.
VISITORS
Be sure your Greeter Chair understands their role
Visitors are an integral part of the B2B system, as they are usually potential new Members. 
Two Visitors weekly is the minimum goal of the Team. Greeters and the ET will work together with the to be sure VISITORS & GUESTS receive a VISITORS HANDOUT. Remind members to inform their VISITORS in advance, to prepare a 30-second promotional and  notify them as to the payment procedure for their food/beverage and the NON-MEMBER advertising fee ($5.00 – read below on how to collect and what to do with the fee) so there are not any surprises or misunderstandings.  If they choose not to pay the advertising fee, let them know they may still attend as an Observer and should be instructed what to do (see Introducing Visitors below). 
Visitors are to be greeted when they arrive, given the VISITOR HANDOUT, advised of the Advertising Fee & opportunity, Lunch Fee and asked for three business cards (one for the Greeter to use to introduce them, one for the VP to use for information on the Weekly Summary Report) and the other for the Regional follow-up.  Then, introduce them to someone on the Executive Team and those in the immediate area. Assist them in locating a seat and introduce them to the Members seated on either side of them.
A Visitor may attend a maximum of 2 times before making a decision regarding membership.  They may visit the same Group twice, or two different Groups once.  Visitors may not attend if there is a conflict with the business category of a current Member unless designated as a GUEST and not being allowed any speaking time including any self-introduction.  The GUEST may not pass cards or other promotional materials.  They are OBSERVERS ONLY.
Visitors are a source for REFERRALS for the Members.  They are a significant part of this system for getting quality REFERRALS. MEMBERS are not to PASS REFERRALS to VISITORS, but rather reminded at the close of the meeting that members have indicated they could support their category when they join the Chapter.
Introducing Visitors:  If someone has arranged for the Visitor to attend, they should introduce them to the President prior to the beginning of the meeting.  If they have paid their Advertising Fee, the President  or Chapter Greeter welcomes and introduces them at the beginning of the program with their name and company and invites them to pass their business cards and materials around the room to each Member, providing there is no conflict with a current Member (in attendance or not).
If they have not paid the Advertising Fee, they are introduced with their name and business category and that they are participating as a GUEST.  Please do not announce their business or services as that is a form of advertising.
 NOTE:  What to do with the VISITOR ADVERTISING FEE:  
IF a check is paid for the $5, it's made out to B2B. Checks and cash should be given to your Regional Support. If the group has a non-profit member, the fee will be donated to charity otherwise, it is held as a discretionary fund to be used as needed within the chapter.
IF the VISITOR joins at the same meeting where they have paid the $5, that amount is credited towards their membership fee.

MEMBER RECOGNITION 
TROPHY
A B2B TROPHY is included to encourage positive reinforcement and recognition of growth – either to another members business or to the chapter membership.  The TROPHY is primarily intended to be used to recognize those who generate a large number of quality, outside REFERRALS, increased revenue for another member or who bring in qualified visitors/new members.
The TROPHY recipient should be recognized each week during announcements – applaud them, and present them with a sticker the first meeting of the month that they are recognized. Place the Trophy at their seat and please remember to collect it at the end of the meeting.
STICKERS:
This decal is to be placed on the outside of the Member’s business card holder.  A 6 month supply of the decal is provided at the start of each term.  

SOME THINGS B2B DOES NOT DO
 WE DON’T CHARGE FINES, FOR ANY REASON DURING THE MEETING 
(we only charge a bookkeeping late fee for delinquent fees.) 
WE DO NOT ENDORSE OR SPONSOR ANYTHING OR ANYONE
No part of the meeting time is to be given to fundraising activities (except that of our non-profit member as part of their 30 second & 10 minute presentations) political endorsements - issues or special interest groups. This is considered captive time that our members are paying for the purpose of promoting their businesses only. Any discussion of unrelated issues should be handled one on one or following the close of a meeting when members have the option of participating or not.
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