NCLA 2015-2016 
Division of Responsibilities

	
	Responsibilities


	Notes / Comments

	Board of Directors
	The Board is the governance entity for NCLA

· Sets policy for NCLA

· Sets annual priorities for NCLA

· Determines positions on legislative issues

· Take action/vote on NCLA governance items

· Serve on sub-committees for work of NCLA

· Serve as relationship liaison with designated member of Northern Colorado legislative delegation 

· Attend monthly board meetings (bi-monthly during session)

· Participate in Fund Raising & Sponsorships for NCLA (ex: Friends of Business)
	

	Executive Committee
	The Executive Committee is a subset of the Board

· Oversee & manage accomplishment of  NCLA Board priorities

· Set meeting agendas
· Manage relationship with Issues Manager

· Manage relationship with Administration, Communication and Event Manager

· Serve as NCLA finance committee to oversee finances
	

	Issues Manager
	The work of the Issues Manager falls into four broad areas: development and execution of a legislative strategy; meeting support; public relations/communications; event support:
· Works with board to establish an annual legislative strategy; Coordinates and executes lobbying strategy

· Proactive relationship development with elected officials, government staff and partner organizations

· Works closely with Chair and Executive Committee to develop meeting agendas designed to accomplish the annual priorities (including bills for NCLA Board review)
· Keep NCLA partner organizations informed by producing timely information (website, newsletters, legislative status reports, briefing their leaders, etc.)
· Supporting events committee with speakers and materials that reflect the work and priorities of NCLA 
	

	Administration, Communication and Event Manager
	The work of this contractor falls into four broad areas: administrative board management; meeting support; communication support; event coordination:

· Works closely with Chair, Issues Manager and Executive Committee to develop meeting agendas designed to accomplish the annual priorities 

· Manages meeting logistics and records including board information and meeting minutes
· Keep NCLA partner organizations informed by distributing timely information (website, newsletters, legislative status reports, briefing their leaders, etc.)

· Supporting events (logistics, press releases and member announcements)


	

	Partner
Organizations/

Executives

(Chambers & NCEDC)
	· Partner executives provide leadership and counsel to volunteer Board Members and Officers
· Partner organizations provide process and oversight to appoint qualified board members for the work of NCLA

· Partner organizations directly provide money to finance NCLA and /or recruit corporate sponsorship
· Inform their members of state legislative developments using Issues Manager provided information
· Communicate/Expedite “call to action” initiatives using Issues Manager provided information

· Manage finances (banking relationships, check signing, billing, monthly financial statements, etc) – this is an assigned duty taken on by one of the chambers and is outlined in the “Financial Policies and Procedures” document (see website)
· Oversight of Board Member attendance requirements, communication with respective members as needed.
	

	Officers:

Chair
	· Facilitate effective meetings (including Agenda prep with Issues Manager)
· Oversight of NCLA Priorities/Goals/Work of the Board and Executive Committee
· Facilitate Issues Manger Contract/Performance Goals/Annual Review
· Facilitate new Exec Committee member orientation, transition of officers

· Event Introductions


	

	Officers:

Vice-Chair
	· Fulfill Chair duties when Chair is absent

· Oversight of Legislator/Community Relationship Connections with Board Members 

· Oversight of NCLA improvement initiatives identified at Strategy Retreat

· Lead Annual Planning Session and Retreat to direct subsequent fiscal year
	

	Officers:

Past-Chair
	· Fulfill Chair duties when Chair/Vice Chair are both absent

· Assist with leadership transition/ensure consistency from previous year

	

	Officers:

Treasurer
	· Oversight of Financials, AR/AP, Budget, Event Budgets, Sponsorship/Revenue Cash Flow

· Coordination of Financial Activity with assigned Chamber: Manage finances (banking relationships, check signing, billing, monthly financial statements, etc) – this is an assigned duty taken on by one of the chambers and is outlined in the “Financial Policies and Procedures” document (see website)
	


