SPONSORSHIP CHAIR

Position Summary:

Serves as an appointed member of the chapter Board of Directors.  

Responsible To: 

The members of the chapter

The Chapter President 

Responsibilities:

· Solicit monthly program sponsors for the meetings 

· Solicit monthly website sponsors 

· Ensure web-site is not without sponsorship

· Send respective brochures for each type of sponsorship
· Responsible for ensuring the brochure and cost information is up to date for both the Program and the Web Sponsorships

· Send a copy of an announcement from a previous month so they can see how it is advertised and send the link to the webpage so they can see the sponsor page as well as their web sponsorship information if they chose dual sponsorship

· Conduct email or phone call confirmations

· Mail confirmation letter and invoice for program and web sponsorships
· Provide Radisson or Holiday Inn contact information for any facility questions or directions  

· Update sponsor on the number of program attendees for their preparation

· Provide the agenda when completed.  

· Follow-up to thank program and web sponsors
