
4 CHAPTER GOVERNANCE 

4.1 BOARD COMPOSITION 

The composition of the PMI SWMO Chapter Board shall be as prescribed in the currently approved version of the Chapter 

Bylaws. 

 

4.2 BOARD MEETINGS 

Monthly Board meetings will be scheduled before the start of the year and will be published and maintained in the Board 

Minutes. Board meetings may be held via conference call at a time and date suitable to all board members. 

Each Board member will submit an electronic Report to the entire Board at least five working days before each Board 

meeting. 

Agenda items and Board reports should be submitted electronically to the VP of Administration (cc President) at least five 

working days before the meeting. The VP of Administration shall confer with the President and finalize the Agenda for 

Board Meetings, then prepare and distribute the Agenda to Board members at least 3 days prior to the scheduled Board 

meeting date. 

The President will chair each meeting and conduct it in accordance with the published Agenda. 

The Events Calendar for the year will contain a list of all scheduled Board meeting dates up to and including the handover 

meeting to the following year’s Board of Directors. 

Board Directors should note the schedule of dates and avoid making other commitments which may prevent Board meeting 

attendance. 
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Website 
Admin/Developer 

(open)

VP Programs           
Darin Ellingsworth
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Director of 
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As a general rule, Board meetings are held on the second Monday within each calendar month. 

Board Directors are expected to attend at least 75% of Board meetings throughout the year. 

The Vice President - Administration will maintain a register of attendance on a year to date basis in the Minutes of each 

Board meeting. 

Apologies by Board members unable to attend a Board meeting should be received by the Vice President – Administration 

at least two working days prior to the Board meeting. 

In the event the President cannot attend a meeting or prepare the Agenda he/she must ensure that this is delegated to the 

Immediate Past President, if that position is filled, or another Officer and/or Director willing to assume this responsibility. 

Copies of all external correspondence inwards and outwards and any other correspondence regarded as “significant” by the 

Board member shall be attached to the report to be filed in the official records of the Chapter. 

4.3 STRATEGIC PLANNING 

An actively-monitored strategic plan is required for the chapter, and will be updated annually. 

The Strategic Plan will be delivered via various projects, sponsored by members of the Board and using Volunteer members 

from the Chapter. The Board will maintain and update the Strategic Plan each year and conduct quarterly reviews of the 

implementation of the associated Projects.  

Each project will be initiated using a Project Charter approved by the Board and based on a standard template.  The 

President and Board are responsible to ensure that the Strategic Plan remains current, relevant and consistent with the 

Chapter Vision, Mission and Objectives. 

4.4 CHAPTER CHARTER RENEWAL AND AWARDS 

The President will complete and submit the annual Charter Renewal and Awards to PMI HQ by the PMI HQ published date 

(usually end January).  

Members of the Board should be consulted to ensure the following sections are agreed and included: 

 Accomplishments in the last 12 Months 

 Component Challenges 

 Comments or Suggestions for PMI Headquarters 

 Component Objectives for the forthcoming year – this requires Board input, particularly in the areas of Finance, 

Education, Networking, Membership and Communications. 

4.5 PETITIONS FOR SPECIAL MEETINGS 

Special meetings of the membership may be called by the chapter president, by a majority of the Board, or by petition of 

ten percent (10%) of the voting membership directed to the chapter president.  The written Petition of members for a 

Special meeting: 

a) must state the purpose or purposes of the meeting, 

b) must be signed by the members making the requisition, and 

c) may consist of several documents in a similar form, each signed by one or more of the members making the 

requisition. 



4.6 ANNUAL MEMBERSHIP MEETING REPORTS 

At the Annual Membership Meeting the President will present a Summary of the Chapter’s Accomplishments, Challenges 

and Objectives based on the Charter Renewal during the year and outline any strategic initiatives to which the Board has 

committed on behalf of the Chapter in accordance with its Bylaws.  Similarly the VP of Finance will present the financial 

situation of the Chapter. 

The Nominating committee will present the results of the election if an electronic voting election has been utilized. 

4.7 RESIGNATION OF BOARD MEMBERS 

In the event that circumstances require an Officer and/or Director to resign from the Board during their term of office, they 

should submit a letter of resignation to the President, copy the VP of Administration as soon as practicable. The letter 

should include a “with effect” date of the resignation and may provide a brief outline of the circumstances which have led 

to the resignation. 

The resigning Director should prepare for a handover to an incoming Officer and/or Director as described in section 5.3.10 

(Hand-over to Incoming Directors) of this Handbook. 

In the event that, due to a change of circumstances, an Officer and/or Director finds themselves unable to perform the 

minimum requirements of their Board role on either an ongoing basis or for a protracted period, it is both the ethical 

course of action and in the best interests of the Board, Chapter and Director personally for the resignation to be submitted 

as soon as practicable. 

However, as this is the PMI, it is expected that prior to nomination, prospective Board Members will conduct scope and 

time management of their professional and private commitments to ensure that they are positioned to meet the 

requirements for the period they are elected for. As such, instances of resignation should only be for exceptional and 

unforeseen circumstances. 

4.8 FILLING CASUAL BOARD VACANCIES 

In the event of a vacancy occurring during the term of a Board, the President, with the approval of the Board may nominate 

a suitably qualified member of the Chapter to fill the casual vacancy for the remainder of the current term of the Board. 

Nominees for casual vacancies must meet the requirements and qualifications for Officers and/or Directors as prescribed in 

Article IV, Section 1.G (Chapter Membership) of the currently approved Bylaws and section 3.3.3 (Selection of Candidates) 

in this Handbook. 

4.9 PROTOCOLS FOR THE PROPER CONDUCT OF CHAPTER OFFICERS 

Chapter officers agree to adopt and be bound by the letter and intent of the following protocols for the proper conduct of 

Chapter officers. 

Chapter officers agree: 

 To act honestly and in good faith in the best interests of PMI and the PMI SWMO Chapter 

 To not act in any way likely to bring discredit to PMI, PMI SWMO Chapter and the PMI SWMO Chapter Board 

 To exercise and discharge their responsibilities as Chapter officers with due care and diligence 

 To ensure that the powers of the Board are exercised by the Board as a whole. Decisions of the Board must be 

made collectively. It follows that Board members must agree to be bound by Board decisions 

 To be frank and open in Board meetings and to question, request information, and raise issues in a professional, 

collegiate and informed manner 



 In order to serve the best interests of PMI and PMI SWMO Chapter, they will conduct themselves with good will 

and in a harmonious manner. Where disagreements occur every effort should be made to resolve the issue and to 

avoid dissension 

Chapter officers must: 

 Recognize their duty of loyalty to PMI, PMI SWMO Chapter and the PMI SWMO Chapter Board.  Directors agree 

that, outside the Board room, they will support the letter and spirit of Board determinations and decisions 

irrespective of their personal opinions on the Board determinations or decisions reached 

 In exceptional circumstances, should a Board Member have a major objection to a Board determination or 

decision, they are to advise the Board in writing (via the President) of their concerns.  The Board member shall also 

advise the Board (via the President) of their intention to engage in communication beyond the Board on their 

concerns as soon as practicable and not less than seven calendars days prior to engaging in any communication, 

either direct or indirect, beyond the Board on the matter of concern (Should a Chapter Meeting be due within 

seven days or less of a Board determination, the period of prior notice to communicate beyond the Board is to be 

reduced to not less than one third of the elapsed intervening time).   

 Maintain the complete confidentiality of Board deliberations and of sensitive Chapter information.  Information 

obtained as a result of Board membership shall not be released except as decided by the Board as a whole  

 Complete assigned Action Items in a comprehensive manner by the due date without follow up being required 

 Actively prepare for Board deliberations in an informed and timely manner by reviewing and analyzing Board 

Papers and providing informed and quality feedback by due dates 

 Actively seek to ensure the professional conduct and management of the activities of the Chapter and Board. This 

is to include actively assisting other Board members in the conduct of activities and the avoidance of any lapses in 

the conduct of Chapter or Board activities due to any lack of expertise, familiarity or availability of Board members. 

A “Team” approach is to be implemented. 

Officers and/or Directors have a right and a duty to raise matters and serious concerns at Board meetings. So that such 

items can be considered and discussed in an informed and proper manner, the issues or concerns should be raised with the: 

 President and Vice President of Administration in time for the matter to be added to the agenda 

 Board collectively, with sufficient time prior to the Board meeting so that all Board members are able to properly 

consider them. 

All Board members have an obligation to declare any material conflict of interest as soon as they become aware of it and to 

withdraw from the discussion and decision of any matter related to the material conflict. 

4.10 OFFICER ROLES AND RESPONSIBILITIES 

The roles and responsibilities of the Chapter Officers are detailed within the currently approved version of the Chapter's 

Bylaws. This document provides more specific detail on each Chapter Officer’s Roles and Responsibilities. 

All Chapter Officers shall be Chapter members in good standing with PMI and the PMI SWMO Chapter. 

Board members are expected to have general responsibilities, over and above their portfolio responsibilities, as part of 
their Board role. 

4.10.1 GENERAL RESPONSIBILITIES OF OFFICERS 

The general responsibilities of all Chapter officers are to: 
 

 Represent the PMI SWMO Chapter as required 

 Regularly attend Chapter and Event Meetings 

 Regularly attend the scheduled Board Meetings in accordance with the Board Attendance Policy. 



4.10.2 REPRESENT CHAPTER AS EXTERNAL LIAISON 

The President is responsible for determining if the Chapter is to be represented at external events (i.e., Regional LIM, PMI 

Annual North American Global Congress).  The entire Board will attend the Annual Leadership Institute Meeting held during 

the PMI North American Global Congress subject to sponsorship and funds availability,.  If representation is determined to 

be appropriate, the President is responsible for organizing attendance and preparation. 

The President is expected to take a leadership position on any committee’s that could be regarded as beneficial to the 

Chapter or may have an impact on it. 

Communications with the PMI Chief Executive Officer (CEO), members of the PMI Board of Directors and the senior 

members of the PMI Global Operations Center (GOC) will, in other than exceptional circumstances, occur via the President. 

Only in specifically defined circumstances should a member of the Board communicate directly with these senior PMI 

members and then, with the specific prior approval of the President or the Board. 

4.10.3 ATTEND BOARD MEETINGS 

Unless there are extenuating circumstances, Board members who miss two consecutive Board meetings, or whose attends 

fewer than 75% of scheduled meetings without satisfactory explanation may, subject to a resolution carried by a simple 

majority of Board’s Directors at a properly convened Board meeting, be requested by the President to resign from the 

Board. 

In the event of refusal to resign from the Board, a Board member’s removal from the Board may be initiated in accordance 

with the Bylaws Article V, Section 9 – Officer Removal. 

Acceptable apology criteria for non-attendance will be assessed on a case-by-case basis. However, nonattendance at three 

consecutive Board meetings will usually be viewed as a serious matter that may lead to further action. 

Acceptable criteria for an apology may include: illness of the board member or their family, loss of immediate family, 

scheduled holidays, family emergencies, business travel (scheduled or unscheduled) or compulsory employment duties 

scheduled for the meeting time. 

General criteria, such as pressure from work or tiredness would generally not be considered a valid reason for non-

attendance. 

4.10.4 PARTICIPATION IN CHAPTER ACTIVITIES 

Board members and Chapter officers should participate in Chapter’s activities and additional duties assigned by the Board 

during Board Meetings. 

4.10.5 MAINTAIN BOARD COMMUNICATIONS 

Board members are expected to maintain communication with the Board by; 

 Responding promptly to communications from the Board and Chapter members via email, phone, fax 

 Notify the Vice President - Administration of any change of contact details such as address, telephone, email 

 Notify the President and Board well in advance of any expected extended absence and arrange a delegate to 

perform any ongoing administrative duties 

 Submit portfolio reports via email to all Board members one week prior to scheduled Board meetings 

 Submit portfolio articles for publication in the Chapter newsletter according to publication schedule 



4.10.5.1 BOARD E-MAIL ACCOUNTS 

Board members are required to manage the portfolio’s email account so that it is always functional (i.e. is redirected during 

absences and does not exceed space requirements). 

4.10.5.2 CHAPTER WEBSITE 

Each Officer and/or Director is required to keep the Chapter Webmaster informed of any additions/changes/deletions to 

content on the web site, relevant to your portfolio. 

Officers and/or Directors are responsible for maintaining the content of the Chapter website, pertinent to their portfolio, in 

an up to date condition. 

4.10.6 MONITOR AREA OF RESPONSIBILITY 

Each Director is required to determine and complete metrics for their area of responsibility and distribute these to the Vice 

President – Administration each month in their area reports for review at the Board meeting and publication as 

appropriate. 

4.10.7 SUCCESSION AND TRANSITION PLANNING 

Officers and/or Directors are responsible for maintaining the documents and records of their portfolio and delivering all 

permanent and pertinent records to the position successor as required. 

At the end of the term or in the event that a replacement Officer and/or Director assumes responsibility for the role, the 

outgoing Director will be required to review this section of the Handbook with incoming Director as part of the formal hand 

over. All files, documentation and pertinent information, will be passed to the incoming Officer and/or Director. 

The outgoing Officer and/or Director will also brief the incoming Officer and/or Director on all current and outstanding 

matters (to be minimized) in progress under their portfolio. 

4.10.8 EXPENSE REPORTING 

Expenditures shall be handled by the Vice President - Finance except as otherwise provided in the Chapter Bylaws or 

documented herein. 

Individual Board members have authority to expend up to $25 on one item or event. Amounts above $25 will require the 

approval of either the Vice President – Finance or President. In all such cases, expenditures shall be made within the 

confines of the approved budget. 

Where expenditure on budgeted items within a portfolio is to exceed the approved budget amount by more than ten (10) 

percent, or an item of expenditure has not been previously budgeted, board approval is required. 

 

4.10.9 SUMMARY OF RESPONSIBILITIES OF CHAPTER OFFICERS 

The key Responsibilities of Chapter Officers are summarized in the table of Board Portfolios below. 

The Handbook is structured so that that these key responsibilities are described as required, within each Board Portfolio in 

the sections that follow. 

The exception is the processes for the Election of the Board of Directors which is contained in section 3 (Election of the 

Board of Directors) of the Handbook. 



Board Position Key Responsibilities External 
Liaison 

Document Responsibilities 

President Chapter Strategy 
Chapter Annual Report, Chapter 
Renewal 
Survey Charter Renewal preparation & 
submission 
Chapter Awards Submission to PMI 
Infrastructure 
Agreements signatory (sole) 
Chapter Handbook 

PMI HQ 
 

Strategic Plan 
Chapter Awards Document 
Corporate Presentation 

Immediate Past 
President 

Regional Mentor & Liaison Program 
Nominating Committee Chair (Board 
Election) 

  

Vice President- 
Administration 

Minutes of Board Meetings and ABM 
Board & ABM Meeting Agendas 
PO Box Clearance 
Correspondence In and Out 
Bylaws 
Agreements & Legal Matters 
Conflict of Interest Questionnaire 
Completion 
Board Contact Details 
Board Election Process 
Electronic Voting 

PMI HQ 
(Electronic 
voting) 
 

Bylaws 
Conflict of Interest Questionnaire 
Charter Agreement & Renewal 
All External Agreements 
All Board Minutes 
All Chapter Records 
Board Election Process 
Insurance Policies 
 

Vice President - 
Finance 
 

Chapter Budget & Forecasts 
Revenue collection & bill payments 
Expense Claims 
Chapter Bank Accounts 
Pay Pal Facilities 
Insurances 
Monthly Accounts for Board 
Annual Financial Statement 
Audit requirements 

Banks 
Insurance 
Companies 
External 
Auditor 
 

Chapter Budget 
Chapter Financial Records 
Annual & Special Project Accounts 
Expense Claim Forms 
Asset Register 

Vice President - 
Marketing 
 

Strategic Marketing Plan 
Membership Survey 
Membership & Promotion strategy 
Media/Press Relationships 
New Chapter Sponsorship 
Professional Bodies Relationships 
Promotions, advertising & sponsorship 
Chapter Marketing Kits & Materials 
Awards Program 

Top 100 
Company's – 
CIO’s 
Advertising 
agencies 
Personnel 
agencies 
Media/Press 
New PMI 
Chapters 
Suppliers 
(sponsorship,  
exhibitions) 

Strategic Marketing Plan 
Marketing Kits and Materials 
Marketing Presentations 
Corporate Presentation 
Marketing Survey Results 
Endorsement White Paper 

Vice President - 
Communications 
 

Membership File & Administration 
Email Distribution List 
Distribution of Chapter materials 
Newsletter 
Website & Webmaster 
Other Publications 

PMI Today - 
articles 

Email Distribution List 
Newsletters 
 



Board Position Key Responsibilities External 
Liaison 

Document Responsibilities 

Vice President – 
Programs 
 

Events program & calendar for year 
Chapter Meetings, AMM, breakfasts, 
seminars 
Speaker panel 
Theme for year 
Chapter events logistics 
Social activities 
Vendor of the Month (VOM) 

Third Parties 
(VOM) 
Speakers 
Venues for 
events 

Event Calendar 
Chapter Meeting Schedule & 
Speakers 
Event Flyers 
Project Management Collateral 
PIR Report 

Vice President – 
Professional 
Development 
 

Education Events 
Professional Workshops & Seminars 
Relationships with education centers 
Education event enrollments & venues 
PMP Exam Prep Workshops 
(including venue and enrolments) 
CCRP (PDU’s) Events Recording 
PDU points claiming facilities 
PMP, CAPM Qualifications and 
Requirements 

PMI REP’s 
Education 
providers 
Universities 
TAFE’s 
PMI HQ 
Certification 

Course & Workshop Materials 
PMP Exam Prep Workshop 
Materials 
PDU Materials 
PMP, CAPM Materials 
 

Vice President - 
Membership  
 

Membership File & Administration 
Membership/Recruitment Drive 
Member Benefits (e.g. job search 
facilities) 
Source, manage and reward Volunteers 
1000 Member Competition 

(Joint with 
Marketing) 
Top 100 
Company's – 
CIO’s 
Personnel 
agencies 
New PMI 
Chapters 

Membership Database 
Volunteers Register 

 


