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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.
[bookmark: rec]OVERVIEW of SECRETARY
· Track Weekly Attendance of Members using the Member Attendance Form Jan – Jun  or Member Attendance Form Jul – Dec 

· Make quarterly attendance reminders at the chapter during the meeting as a courtesy to all members.

· Track Members Fees using the Fee Chart provided at the start of each LT Term 
·        Blank Fee Sheets are also available for you to fill in Jan – Jun and Jul – Dec.
· Notify Members during announcements the last week of the month that their fees are up for renewal and due the next week. 
· The first week of the month collect Payment Confirmations for online payments or request a Credit Card for payment at the meeting.
· Complete a Payment receipt.  
· Remit payments to the Regional Support. Self-addressed, stamped-envelopes are provided in your Folder and replenished by your Regional Support.  
· Email or mail Letters of notification to members with excessive absences or delinquent fees, CC’d to Executive Team and Regional Team.  
     Schedule weekly speakers from within the membership.  
· Secretary Oversees the Timer Chair
Your Regional Support will provide supplies, supervision and consultation.  To order supplies, contact your Regional Support.
Details of the SECRETARIES Responsibilities are outlined below as referenced above:
[bookmark: Speakers] SECRETARY SCHEDULES WEEKLY SPEAKERS:
The Speakers Scheduling Chart is in a form online.  List members alphabetically by last name on the form.  Add new members at the bottom or as a third speaker if they do not fall into the normal rotation within 2-3 weeks of joining. 
Speakers for the next 2 weeks should be announced during every meeting and added to the Presidents Weekly Recap. The Publicity Chair should include weekly speakers in the newspaper or online sources for added member exposure found under online at http://b2b-fl.com/wp-content/uploads/WKLY%20MTG%20PRESS%20RELEASE%204-29-17.docx
Our Agenda and Policy & Procedure does not allow for Non-Member Presentations or outside speakers.
Should a speaker miss their scheduled time to present, the member goes back into the alphabetical rotation.   The President will fill the absent members 10 minutes with a Program Variation found online or the Regional Support will present information on B2B that is relevant to members and visitors. 
It is not necessary to schedule Regional Support into the Speaker Rotation – they will be your chapters 3rd presenter once per quarter. If they have filled in for absent speakers, they may elect not to do an additional presentation. 
[bookmark: Attendance]WEEKLY ATTENDANCE RECORDS:
The Attendance Charts are available online at B2B-FL.com in the password protected Member Resource area. You will find one for Jan – Jun and one for Jul – Dec. Add members alphabetically by last name. be sure to include the month they joined and the number of absences carried forward for the Jul – Dec chart.
The B2B method relies on each Member receiving the full impact of every Member’s information and taking action on that information during the following week.  The Members rely on every Member to participate fully in this process.  When a Member is not at the meeting or at only part of a meeting, the rest of the Members are not being treated fairly.  Everyone loses when a Member is absent. 
The Member Guidelines and Member Application state the maximum number of absences as 12, during a 12 month period.  With the 13th absence, the Member forfeits their membership. This is based on a calendar year and members joining throughout the year have their absence allotment pro-rated based on joining date, i.e., a member joining in June has 7 absences until Dec 31st.
The caveat to the Attendance Policy is if they have an Agent attend in their place who markets their business by reading their 30 second commercial, they may have up to a total of 15 absences in a calendar year (based on pro-ration with joining date). 
[bookmark: Receipts]      FORFEITURE OF MEMBERSHIP:
       MEMBERS FORFEIT THEIR MEMBERSHIP ON THEIR 13TH ABSENCE (or the next absence following their allotted absences) OR AFTER SECOND WEEK ON NON-PAYMENT OF MONTHLY FEES. 
        > ADDITIONALLY, A member may forfeit their membership with 3 consecutive absences without written notice to the Group Executive Team or the Regional Support. 
      The Secretary is to notify a Member when they reach the halfway mark of their allotted absences.  A formletter is provided online at B2B.FL.com under Member Resources  for this purpose. The ET & Regional Support are to be copied on all member notifications regarding attendance. When a person has exceeded their allotment of absences, the VP gives notification to Regional Support. [As needed, the Regional Support will send a notification letter of their membership termination]  * See that their business cards are removed from the file.
      When a member is terminated cross off their name on your master attendance sheet, and open the category to someone else to join.  Check to be sure that the other Members of your Team have deleted the name from their information.  Inform the membership that this now former member is no longer a Member, and THAT particular  BUSINESS CATEGORY is now open for another person.  
      AGENT:
       An AGENT [or 'sub'] is a representative of a Member unable to attend.  It is the Member’s responsibility to select a competent Agent ['sub'] who is well versed in the Member’s business and the B2B process.  Sending an agent is recorded as an absence for the Member if they have used an agent 3 times in a calendar year; however, it is to the Member’s advantage for the following reasons:  continued weekly promotion; timely exchange of REFERRALS; additional exposure for Members & supporting the process & those members attending with another presence to hear presentations & promote the group.
PAYMENT RECEIPTS:  Do not use these receipts for lunch payments; the Venue Chair has their own receipts available online
 PLEASE PRINT CLEARLY
1. Record the date.

2. Enter the Group name. 

3. Enter the person’s name.  NOTE:  Always enter the Member’s name on the receipt, not the business name. If the business is paying the fees, note that in the comments. 

4. Enter the dollar amount received in appropriate space referring to transaction.  DO NOT USE X’s OR CHECK MARKS, ENTER THE ACTUAL $ AMOUNT. 

5. Enter the total amount received from the Member.

6. Check appropriate box:  Credit Card [Master Card, Visa, American Express  OR   Check.  If payment is made by Credit Card, enter the Credit Card number and expiration date (ex. 07/08), the CCV code in the appropriate space and the billing zip code and have Member sign the receipt.  If payment is made by check, enter the check number in the space provided. 

7. In the Comments Section write the time frame the fee is to be applied to, i.e., if the member joins the third week of the month, apply the fees to the following month – we do not charge a pro-rated amount – your comment would be: Semi-annual Fees paid Mar 07- Aug 07. Note any additional comments necessary for special situations (ex: company check, a different Member’s check, two Members on one check). 

8. At the END OF EACH MEETING, GIVE ALL FEES WITH THE RECEIPT SLIPS to Regional Support  or in the provided SASE if they are not in attendance at the meeting.  APPROVED NEW MEMBER APPLICATIONS & FEES SHOULD ALSO BE INCLUDED IN THIS MAILING.
[bookmark: Fees]SECRETARY FEES CHART: 
A FEES CHART IS PROVIDED AT THE START OF EACH TERM. ADD EACH NEW MEMBER AS THEY JOIN.
A late fee is assessed when a Member’s fees are not received at the first meeting of the month.  A grace period of 2 meetings may occur before forfeiture of membership.  FORFEITURE OF MEMBERSHIP OCCURS AFTER THE SECOND MEETING WITH NON-PAYMENT OF FEES.
[bookmark: sabbatical]It is the Secretary's responsibility to track and announce those members owing fees each month. All fees may be paid with a credit card or check and should be collected at the first meeting of each month.  

Announce to the Members at the last meeting of each month that fees are due at the next meeting.  At the first meeting of the month request members to send CREDIT CARD to the Secretary for processing to avoid a $10 Late Fee.
SABBATICALS:
Sabbaticals are ONLY approved by your Regional Support.  Please submit sabbatical requests via email to info@B2B-FL.com.  Sabbaticals may last no longer than 2 calendar months.
Sabbaticals are granted for Medical & Related circumstances.  The President is to immediately notify the Regional Support of the need for a Member to have a sabbatical.  The office will advise as to the steps to take, according to B2B policy.  In most situations your Regional office will handle it so that you are not involved. 
The Member on sabbatical must keep their monthly fees current in order to retain their membership.
The President should contact the Member on or before the 2 months have elapsed as to the status of the person’s membership; and if the Member is not returning, the President can open that category for a new Member to join. 
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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