
1 INTRODUCTION 

1.1 DOCUMENT OBJECTIVES  

The objective of this Handbook is to provide PMI Southwest Missouri (PMI SWMO) Chapter Board and sub-committee 

members: 

 With a clear understanding of their roles and responsibilities 

 A standard set of policies and procedures with which to achieve individual officer’s goals 

 Details of the structure and further development of the “Chapter Management System” 

The Handbook has been divided into major sections covering: 

 Chapter Management  

 Board Roles and Responsibilities 

 Officer Roles and Responsibilities, which includes: 

o Protocols for the Proper Conduct of Chapter Officer(s) and/or Director(s) 

o Key Responsibilities of Chapter Officer(s) and/or Director(s) 

o General Responsibilities of Chapter Officer(s) and/or Director(s) 

o Detailed roles and Responsibilities of each Chapter Officer and/or Director 

 Policies and Procedures 

 Approved Chapter Forms 

This document is intended to provide detailed information not contained in the Chapter's Bylaws.  In the event of 

inconsistency, the Chapter's Bylaws will take precedence over this document. 

All Chapter Officer(s) and/or Director(s) should read and familiarize themselves with the Chapter's Bylaws as a pre-requisite 

to reading this document. 

The Chapter Bylaws and this Handbook cover the governance and operational aspects of the Chapter. The Chapter’s 

Strategic Plan provides the strategic direction for the Chapter. Both will be made available to all Officers at the annual Kick-

off Meeting of the incoming Board as described below. 

1.2 UPDATES AND APPROVAL 

This document is owned by the President. However, the Chapter Board is jointly responsible for maintaining and updating 

the document. 

The Handbook structure has been designed so that updates to this document may be undertaken either by: 

 Individual Officer(s) and/or Directors, usually with updates pertinent to their area of responsibility 

 As a Board initiative with the action item assigned to specific Officer(s) and/or Director(s) as documented in the 

Board Minutes 

Updates to the Handbook will be formally tabled at a Board meeting for review, update, and approval at the next Board 

meeting. Approval of the revised document shall be documented in the Board Minutes and in the Document Control 

section of the Handbook (Appendix A). 

The Chapter’s Vice President of Administration is responsible for custody of the Handbook and for distribution to the Board 

as part of the Handbook update and approval processes. 



1.3 GUIDING PRINCIPLES 

The Chapter operates on the basis that each Officer and / or Director assuming responsibility for his/her area of 

responsibility as defined in the Bylaws and this Handbook. Governance of the Chapter is the responsibility of the Board with 

members acting as the Sponsor for specific Events or Programs of the Chapter as required. 

As is expected of a project management professional body, the Chapter “manages by projects” using the PMBOK® as the 

project management framework. 

The overriding guiding principle for the Chapter is that the Chapter will always act in the best interests of its members and 

add value to their membership benefits whenever and wherever possible. The Chapter will also work in the interests of 

furthering the advancement of the project and program management profession by co-operating and partnering with 

academic, corporate, government and complementary professional associations and organizations. 


