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Appendix 1:

NATIONAL CONTRACT MANAGEMENT ASSOCIATION

FORT MONMOUTH AREA CHAPTER

053

Annual Operating Plan

2003-2004 Program Year
2003-2004 Program Year Officers:

Gregory C. Landon, President

Paul Rosengrant, Vice President of Programs

Celeste Osenenko, Vice President of Membership

Platt J. Gilmartin, Treasurer

Brittney Benincasa, Treasurer-Elect

Joann Botwinick, Secretary

Regina Venezia, National Director
I
Introduction.

The purpose of this annual operating plan is to identify the planned activities and the Chapter officers and/or committee chairs that will have the primary responsibility for the planning and implementing of those actions necessary to achieve the goals and objectives set forth in the Chapter's 2003-2004 Long-Range Plan.

II
Chapter Officers and Duties.

President  

· Manages Chapter activities and assists with the formulation of the annual budget

· Reviews Chapter financial condition and approves special expenditures

· Develops policies, as appropriate, to aid in the administration of Chapter events

· Implements policies of the national organization

· Ensures Chapter representation at the National meetings

· Ensures observance of proper protocol for guests and visitors

· Develops Annual Operating Plan

· Develops Three-Year Long-Range Plan

· Hosts team-building and planning meetings

· Represents the Chapter at the quarterly Fort Monmouth Combined Professional Association meetings

· Represents the Chapter at the Annual National Presidents' Meeting

· Drafts “Message from the President” for publication in the Chapter’s monthly newsletter

· Nominates Chapter members for National or Special Awards and prepares annual Letters of Appreciation for outstanding Chapter service, as appropriate

· Serves as member of the Graalman and Fred Gorgas Memorial Academic Achievement Award Review Committees

Vice President of Programs 

· Updates the Chapter web site at www.geocities.com/~monmouth-ncma  
· Establishes a web site committee annually

· Coordinates annual National Education Seminar

· Supports Fort Monmouth Community Outreach Programs and appropriate Command activities

· Serves as a member of the Graalman Award Committee

· Make all necessary arrangements for the successful execution of monthly meetings and workshops (e.g., obtains facilities, arranges for speakers, coordinates with protocol and other activities including audio-visual support, etc.)

· Attends Northeast Leadership Conference

Vice President of Membership

· Primary responsibility is to insure membership growth and retention

· Recommends Incentive programs to insure a retention rate of no less than 95 percent of the current membership

· Implements proactive recruiting techniques so as to allow the Chapter to achieve a minimum of 5 percent growth each year with the goal of 10% for the current program year

· Actively recruits Industry members and seeks to expand the membership base by tapping into other local, state, county and municipal, federal and commercial contracting markets identified in the National Long Range Plan 

· Assist in obtaining greater participation from our "dues paying" members who do not actively participate in Chapter programs or volunteer to assist in developing or implementing events

· Mentor individual members to encourage their involvement in running the chapter

· Monitor member status and institutionalize procedures for tracking and contacting members whose annual memberships are due for renewal or are delinquent to maximize member retention rate

· Conducts an annual membership drive through website promotions or face-to-face marketing sessions during the month of October, including National membership incentive programs

· Coordinates with National Office on distribution of membership milestone pins

· Updates Chapter Directory on monthly basis; i.e., adds new members, incorporates address changes

· Conducts a semi-annual membership survey in an effort to ensure that the needs of Chapter members are being met

· Updates annual Membership Retention Plan

· Introduces new members to the chapter membership at monthly meetings and makes them feel part of the association

· Serves as a member of the Graalman Award Committee

Secretary 

· Keeps minutes of all Executive Board meetings

· Creates and distributes monthly Chapter newsletter

· Prepares and distributes meeting/workshop announcements

· Performs various administrative duties, as necessary

· Submits articles on Chapter events to the Contract Management Magazine for publication 

· Generates letters of confirmation and appreciation for Speakers or other individuals providing support to the Chapter for either the President's or Vice President's signature

· Insures current Chapter events are placed on the Chapter homepage

· Serves as Chairperson of the Graalman Award Committee

Treasurer

· Obtains projected budgets from individual committees

· Drafts annual Chapter budget

· Receives and maintains all Chapter income

· Distributes accounts payable as authorized

· Collects and disburses monies for Chapter functions and programs

· Maintains all Chapter financial recordkeeping; prepares reports, arranges for and assists during the independent review of the Chapter's financial records;

· Transmits all financial records and annual reports to National in accordance with the latest released guidance

· Prepares a monthly Report for the Executive Board on the financial status of the Chapter

· Serves as Financial Chairman for the National Education Seminar (NES)

· Serves as a member of the Graalman Award Committee

· Serves as an active member of the Long Range Planning Committee

Treasure-Elect

· Spends one program year becoming familiar with Chapter Operating requirements and financial plans.

· Assists the Treasurer in drafting any Chapter unique budget policies or proposed amendments to the Annual Operating Budget.

· Performs and research and/or follow-up requested by the Treasurer to insure Accounts are kept current

National Director

· Attends National Board of Directors Meetings and reports on these activities at the Chapter level

· Responsible for monitoring the National Scholarship Programs and preparing applications, as appropriate to supplement Chapter financial resources

· Advises the National President regarding the Chapter's needs

· Interprets National policies and requirements to the Chapter

· Maintains surveillance over Chapter activities to ensure adherence to National Policy and Objectives

· Performs special assignments as required by National Officers

· Serves as member of the Graalman Award Committee for this program year

· Serves as advisor/mentor to Chapter Officers

III
Chapter Events.

The Chapter will hold and/or participate in a minimum of ten monthly program events throughout the year.  Beginning in July 2003 with the Chapter’s annual Membership Appreciation Event Celebration and concluding with a membership meeting/workshop in June 2004.  The Chapter’s events will be scheduled in such a manner so as to leverage off of other local Associations and not to be in conflict with them, particularly, those Organizations belonging to the Fort Monmouth Combined Professional Association.  

2002-2003 Program Year Schedule (Planned).

· July 2003:  Annual Membership Appreciation Event,  Installation of Officers, Presentation of Fred Gorgas Memorial Educational Achievement Awards. 

· August 2002:  Initial Planning Meeting for Chapter’s involvement in the NCMA Fast Response and National Education Seminars, and Combined Professional Association events.  Attend Annual Meeting of Chapter Presidents and Leadership Conferences.

· September 2003:  Monthly Breakfast Meeting on 11 September.  Featured topic is “outsourcing.”  Invited speaker is Mr. Stan Solloway, Professional Services Council and former Deputy Under Secretary of Defense for Acquisition Reform.

· October 2003: Monthly Breakfast Meeting on 10 October.  Featured topic involves procurement perspectives from Treasury Department.  Invited speaker is  Mr. David Grant, Director of Acquisition, Internal Revenue Service.

· October2003:  Support to 30 Octoberr Fort Monmouth Combined Professional Association "State of CECOM Address," hosted by MG William H. Russ, Commanding General, CECOM and Ft. Monmouth.

· November 2003: Monthly Breakfast Meeting on 13 November.  Featured topic is Alaskan Native Corporation contracting.  Invited speaker is Mr. Robert Bowe, CEO of Chenaga Corporation.

December 2003:  Support Commander’s Dining Out and Fort Monmoth Community Outreach Program at Christmas.

· January 2004:  Monthly Breakfast Meeting.  Proposed topic is "Service Contracting Reform."  Invited speaker is Mr. Edward G. Elgart, Director, CECOM Acquisition Center.  

·  January 2004 Co-host North Eastern and Mid Atlantic Regions Leadership conference
· February 2004: Monthly Breakfast Meeting.  Second Industry sponsored meeting.  Industry partner and lecture topic to be determined.

· March 2004:  Monthly Breakfast Meeting and elections for 2003-2004 Program Year Officers.  National Educational Seminar topic is "Electronic Contracting"  

· April 2004: Monthly Breakfast Meeting.   Guest speaker and lecture topic to be determined. 

· May 2004: Annual Professional Development Workshop on Small Business Inititiaves and Perspectives, co-sponsored by the CECOM Small and Disadvantaged Business Utilization Office.    

· June 2004:  Monthly Breakfast Meeting.  Seminar on trends in Cost/Price analysis.  Proposed speakers include Fort Monmouth DCAA and DCMA Liaisons and CECOM Contracting Officers and Cost/Price Analysts.

· July 2004:  Installation of Officers, Membership Appreciation Day and Presentation of Fred Gorgas Memorial Educational Achievement Awards. 

IV   Special Events.

CECOM State of the Command

The Ft. Monmouth Chapter plans to support Fort Monmouth Combined Professional Association "State of CECOM Address," hosted by MG William H. Russ, Commanding General, CECOM and Ft. Monmouth. 

The Ft. Monmouth Chapter plans to conduct their annual “Workshop on Small Business Initiatives and Perspectives” in conjunction with the CECOM Small and Disadvantaged Business Utilization Office.  This joint event should continue to bring together the Ft. Monmouth Chapter membership with the large number of representatives from the CECOM Small Business community to foster communications between these groups and increase Chapter membership. 

V   Certification.

The Chapter will continue its emphasis on the Certification process as a primary means for insuring our membership remains a vital and positive force in their roles and responsibilities to the organizations that they support.  There is a continued need for the Chapter to market the positive effects of Certification on the individual members as well as their organizations.  A Certification Chair has been established for purposes of garnering interest in the certification process and coordinating local study groups for the examinations. The Chapter will work with our National Certification Chairperson for using the new procedures. 

VI  Membership- See Appendix 2, "Membership Retention and Growth Plan"

VII   ATTACHMENTS:

1.  2003-2004 Program Year Operating Budget

2.  Annual Operating Plan:  Plan of Action to Achieve Goals

Attachment 1: 2003-2004 Program Year Operating Budget

Income


Rebates





$     800.00


Other:


NES






   12,750.00

Workshops/Seminars


         
     5,500.00

Fundraising Proceeds



        600.00









  $19,650.00

Expenses


Workshop Expenses:



Facilities




$  4,900.00



Honoraria




       300.00



Speaker Travel



         50.00


NES Expense:



Facility




     1,800.00



Payment NCMA HQ
                                  7,000.00



Honoraria




          50.00



Speaker Travel



        200.00


Special Event Expense:



Community Outreach


        100.00



Membership Appreciation 


        900.00



Fast Response Seminar





Command Events:



CPA Luncheon



      250.00



CG Holiday Party



      225.00


Membership Incentives:



Initial Dues Rebate



      100.00


Fundraising Expense:

Operating Expense:



Banking




$      60.00


P.O. Box




$      68.00


Postage




$      40.00


WebPage




$      60.00


Officer Travel




$  2,000.00


Officer Registration Fees


$     500.00


Miscellaneous Expense


$     250.00


Scholarship/Outreach Set-Aside

$     750.00










$19,603.00
OPERATING Net for Program Year 2003-2004                         $      47.00

Attachment 2:  Plan of Action to Achieve Goals 

	GOAL 
	LONG RANGE 
	NEAR TERM 
	PLAN OF ACTION

	1
	Provide Leadership and Management of the Chapter
	1-1 Identify and recruit potential leadership team for the next program year
	· Officers seek out and mentor potential future officers

· Invite membership to all planning meetings held the 1st Wednesday of each month throughout the program year

	
	
	1-2 Coordinate activities of the team to assure effective management of the chapter
	· Committees have been formed and Chairs assigned for the program year

· Utilize web page and newsletter to communicate ongoing activities and to facilitate management of tasks

	
	
	1-3 Establish effective communication among the chapter leadership and chapter membership
	· All Officers communicate regularly on all issues via email or telephone and will leverage efficiency by publishing notices on the web page and in the newsletter

· Chapter Newsletter Published regularly

	
	
	1-4 Support the Association’s National, Regional and Local awards and honors programs (Graalman, Cravens, Muller, Education, Scholarship, and Fellows, etc.)
	· Maintain list of viable candidates eligible all NCMA Awards, Honors and Recognition Programs

· Maintain the Chapter's Graalman Award Capture Plan

· Increase funds available for the Chapter's "Fred Gorgas Memorial Scholarship" program

	
	
	1-5 Keep the membership informed of chapter activities; Share Lessons Learned and Innovative ideas
	· Maintain Chapter WEB Site and email distribution list

· Newsletter will be released monthly and will include Lessons learned and innovative ideas 

· Officers attending special events will prepare a report 

	
	
	1-6 Develop metrics for evaluating success of Chapter Initiatives
	· Measure attendance deltas resulting from proposed changes to meeting/workshop fee structure

· Evaluate return on investment for fundraising events

	
	
	1-7 Sustain Chapter membership and encourage growth 
	· Membership Retention and Growth Plan established

· Goal for increased membership participation emphasized

	
	
	1-8 Enlist Senior Level participation and support within the Chapter 
	· Quarterly Meetings will be scheduled with the Chapter Advisory Board 

	
	
	1-9 Strengthen Chapter  organization and support structure
	· Chapter markets benefits of membership participation

· Actively solicit membership volunteerism on new projects

	2
	Establish Priorities, Allocate Resources and Coordinate activities to ensure a high level of service to the members
	2-1  Develop Annual Operating Plan and Budget; assign Committees to Functional Areas.
	· Annual Operating Plan and Budget Established

· Fundraising and Certification Committee Chairs appointed

· Determine proper allocation of financial resources

	
	
	2-2  Develop Program Plan for the 2003-2004 Program Year
	· 2003-2004 Program Year Plan established

	
	
	2-3 Update Chapter WEB Site and include links to other Chapter web sites and useful links
	· Chapter WEB Site and email distribution list established and updated

· Code of Ethics will be placed on the homepage and published in the Newsletter Quarterly

	3
	Represent NCMA to officials of national, state, and municipal government agencies, industry, nonprofit, educational organizations, associations and societies with related goals.
	3-1 Participate in Combined Professional Association meetings 

and Officers participate in personal outreach to Heads of organizations with similar goals
	· Chapter President represents Chapter at all CPA meetings and functions (VP Programs and/or Membership will attend the meetings in the absence of the President)

· President and VP will contact targeted organizations to sell the benefits of membership

· Invitations to attend Chapter sponsored events will be sent to targeted organizations

	
	
	3-2 Joint Meetings with Other Professional Organizations
	· Co-Sponsor at least one activity with another organization (e.g., NDIA, AFCEA, AUSA, or other local NCMA Chapter))

	
	
	3-3 Support Activities Sponsored by the Command and Local Community
	· Chapter Officers to be selected to attend such functions on behalf of the chapter

· Board will attend appropriate Command and Civic functions

	4
	Maintain direct contact with Chapter members to ensure awareness of the needs and interests of the community
	4-1 Maintain Chapter Mailing List
	· Postal mail and Email list for the Chapter updated.

· VP Membership will maintain contact with delinquent membership and members approaching renewal status

	
	
	4-2 Solicit feedback from membership
	· WEB Site and Newsletter provides vehicle(s) for membership feedback  

· Feedback solicited at each Program event 

· Board Members will take informal surveys of membership on a continual basis

· Survey of members quarterly commencing in September

	5
	Communicate the value of the NCMA membership to the Local Community at large.
	5-1 Recognize members who reach milestones throughout the year and for their accomplishments
	· All members will receive 5 year, 10 year 15 year pins, etc. as appropriate

· Plan includes a form for membership to submit their accomplishments for publication and announcement at general meetings

	
	
	5-2  Develop a plan for membership retention and Growth
	· Membership Retention and Growth Plan established

· Goals included are consistent with National Growth Goals

	
	
	5-3  Stress value of professional development and certification
	· Certification Chair will prepare a marketing tool to increase knowledge of certification benefits

	6
	Identify potential business leaders from the local academic community.
	6-1.  Explore and cultivate relationship with business department heads of local educational institutions
	· Explore the development of programs in coordination with professors within business departments for academic credit for NCMA involvement.

· Explore the potential for offering management experience for business students for involvement in NCMA Committees.



	
	
	6-2.  Develop relationship with college/university career placement offices
	· Attend career days and furnish information on benefits of NCMA leadership.

· Furnish career placement office with information on employment opportunities from members, Government and industry partners, and independent sources.


