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SO YOU WANT TO BE AN EXECUTIVE DIRECTOR, NOW WHAT?
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DRI 2010 Annual Meeting
The Nuts and Bolts of Association Management
San Diego, CA
Thursday, October 21, 2010
3:10 p.m. — 4:30 p.m.
“So you want to be an Executive Director, now what?
Who plans to be an Executive Director?”
1. Board Governance
Policy Manual — See index *
Conflict of Interest Policy *
Board Agreement Form
Board Agenda*
2. Leadership
Roster of Leaders*
Section Chairs/Task List *
Regional Chairs/Task List *
Electronic Discussion Lists *
3. Finance
IRS Audit *
Budget Narratives *
Approving invoices — who signs the checks
Bank Deposit Summary Sheets *
IRS Audit Information Document Request
IRS Determination Letter — 877-829-5500 (fed ID #)
Original Applications — form 4506-A
W-9 — vendors over $600.00 *
Leadership Expense Reimbursement Policy *
Financial Task Force
Budget (income/expenses)

Fees *



Document Retention/Destruction Policy*
4. Membership
Membership Application*
Dues Statements*
Stats *
New Member Check List *
5. Event Planning
Index Categories (binders, email files, computer files) *
Event Time lines (Winter/Summer) *
Event Stats — Meet the Judges* Summer/Winter Stats
Meeting Check List *
Event Evaluations (stats) *
Event Form Changes
Force Majeure Language *
Annual Meeting Schedule for hotels*
Attrition Clauses — negotiable — “% of occupancy”
E-Confirmations*
Event Registrations
Sponsors
Vendors
Speakers
Hold Harmless Clause*
6. Speakers
Speaker Materials Guidelines*
Standard Speaker Letter *
Speaker Bios*
7. Publications
Author Guidelines*
Member-to-Member advertising *

Publication Schedule



10.

11.

E-Newsletter
Audio Recordings of events
AT Conference

www.atconference.com

877-480-4300
Sponsors
Annual Packages *
Committee Goals*
Future Planning Sessions/Tools
Ice Breakers
Draft Agenda*
Future Planning Defined*
Other:
Amicus Brief Process*
Application for Amicus Brief *
Awards
Young Lawyer Golden Gavel *
Excellence In Defense*
Respected Advocate Award
Politics

You are not one of them.

You can’t learn this from a book — need advisors “others who

do what you do”.
Strategic Partnerships
Law Schools
Local Bars
Bar Sections
Plaintiff Bar
Chamber

Michigan Manufactures Association



Michigan Municipal League
Michigan Townships Association
Michigan Association of Counties

Legislative Service Bureaus

Vendor Relations — “Take care of the baby first”
Don’t get a cheap shredder
Contract binder
Filing multiple spots
Email signatures
How DRI can help — resources
What do you do when?...
Resources:
Leading Edge Mentoring — Susan S. Radwan, CAE, ARM, Med. *
http://www.leadingedgementoring.com

Michigan Society of Association Executives — MSAE — msae.org

CAE Preparation Course
http://www.msae.org/Events/CAEPreparation/tabid/2731/Default.aspx
ASAE- http://www.asaecenter.org/

*Attachments
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