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ARTICLE I

LONGVIEW CHAMBER OF COMMERCE

MISSION

To engage in and promote projects that have a positive economic impact on the Longview Trade Area.

LONGVIEW CHAMBER OF COMMERCE AMBASSADORS

PURPOSE
The Ambassadors serve as the Membership Retention Committee of the Longview Chamber of Commerce.  The Ambassadors volunteer their time and resources to sustain a year-round retention program that involves making personal visits and follow-up telephone calls to Chamber Members to establish strong relations between the Chamber and the Member.  The Ambassadors promote membership retention by identifying members’ concerns and relaying that information to the Chamber and garnering support for the Chambers’ program of work.  The Ambassadors serve at the pleasure of their employer and are required to follow guidelines and meet the expectations as outlined herein to remain in good standing as a Ambassador.

ARTICLE II

AMBASSADOR COMMITTEE MEMBERSHIP / DEFINITIONS

The Ambassadors shall be composed of no more than forty (40) inducted members.

Ambassadors (Active)
An active Ambassador san individual who fully executes their duties as detailed in Membership Requirements in support of the mission of the Longview Chamber of Commerce (See Article III).

Ambassador Prospect
An Ambassador Prospect is an individual who wishes to be an active Ambassador and is awaiting an opening among the active Ambassadors.

ARTICLE III

AMBASSADOR COMMITTEE MEMBERSHIP REQUIREMENTS

In order to maintain membership in the Longview Chamber of Commerce Ambassadors, it is the responsibility of each individual to meet all requirements necessary in order to retain status.

Ambassadors (Active)
In order to become an active member of the Longview Chamber of Commerce Ambassadors an individual must:

1. Be employed by or represent a Chamber member in good standing;
2. Complete an application for Ambassador membership;

3. Attend Ambassador Orientation;

4. Attend one monthly Ambassador meeting as a guest;

5. Be inducted at one of the monthly Ambassador meetings; and

6. Attend two ribbon cuttings.

In order to maintain active Ambassador status, an individual must attend the following activities, at a minimum, during each quarter (or three month calendar period):

1. Attend 25% of Ribbon Cutting Events

2. Two (of Three) Ambassador Meetings – held monthly on the third Tuesday
3. Attend 1 of 3 Business After Hours – held monthly on the third Tuesday

4. Attend 50% of Quarterly Membership Luncheons each year.

At the end of each quarter (March, June, September and December) any Ambassador who has not met the requirements will be dismissed.  Ambassadors dismissed for any reason are ineligible to serve as an Ambassador for 12 months.  Following a 12-month waiting period, the former Ambassador may reapply for service as an Active Ambassador.  All applications are subject to approval in accordance with the Ambassador Guidelines outlined herewith.  A waiting list will be maintained by the Membership & Public Affairs Director for prospective Ambassadors.

Ambassador Change of Job
Should an active Ambassador leave the employer under whom the individual was inducted, the individual has sixty (60) days to do the following:

1. Become an employee of a company that is a member of the Longview Chamber of Commerce in good standing or become a member of the Chamber in good standing as an individual.

2. Complete and submit a new commitment form with the new employer’s information.
During the sixty (60) days, the Ambassador is expected to participate in Chamber activities.

Resignations
Ambassadors who voluntarily resign may reapply for Active Ambassador status at anytime and their reinstatement will be subject to approval by the Ambassador Leadership Team.  Ambassadors requesting reinstatement must follow the same procedures that are required by any newcomer to the Ambassador program.

ARTICLE IV

AMBASSADOR / CHAMBER RESPONSIBILITIES
Ambassador Participation
A.
Monthly

The Longview Chamber of Commerce Membership and Public Affairs Director is responsible for maintaining a record of each Ambassador’s participation on a monthly basis.  Reports will be provided at each month’s Ambassador meeting, furnishing each member a complete report showing Ambassador participation and the Top Ambassador of the month.

B. 
Quarterly
The Membership & Public Affairs Director will also provide a record of each Ambassador’s participation on a quarterly basis.  Reports will be provided at each quarterly Leadership Team meeting, furnishing each Leader a complete report showing Ambassador participation.
C. 
Year End

The Membership Services Department will also determine, at the end of the year the Top Ambassador.  Top Ambassadors will be evaluated objectively based on participation attendance records and subjectively based on performance.

If an Ambassador notes a discrepancy in participation documentation, it is the responsibility of the Ambassador to bring it to the attention of the Membership & Public Affairs Director no more than one (1) week following the Ambassador meeting in which the reports are received.  Corrections will be made at that time.  It is the responsibility of the Ambassador to register at every event in order to receive earned attendance points.

Chamber Member Contacts
Each quarter, the Membership & Public Affairs Director will provide the Ambassadors with a list of Chamber members to contact.  It will be each Ambassador’s responsibility to contact the Chamber members to gather information helpful to the Chamber in meeting the Member’s expectations. Follow-up with any comments or concerns from a Chamber member during the visit is the sole responsibility of the Longview Chamber of Commerce staff.  Each Ambassador should strive to build strong relationships with each assigned Chamber member and to make it known that they are the liaison between the member and the Chamber staff.
Public Relations
The Membership & Public Affairs Director of the Longview Chamber of Commerce is solely responsible for media relations concerning the Chamber Ambassadors.  Items of interest may include but are not limited to announcement of the Leadership Team and Ambassador achievement and award recognition.  Articles for Chamber newsletter and website will be managed by the Member Services Department.
Budget
It is the policy of the Longview Chamber of Commerce for any of its sponsored groups to be “self-sustaining”.  Any special events organized by the Ambassadors must include coverage of the associated cost through sponsorships, fundraisers or other actions.  All events and their associated budgets must be approved by the Chamber President.

Ambassador badges, awards, and ribbons will be provided for within the Chamber Membership and Marketing budget.

Ambassador Calendar of Meetings
Ambassador Monthly Meeting:
3rd Tuesday, monthly

Leadership Team Meeting:

two Fridays prior to the Ambassador Monthly 






meeting

Orientation:



one-hour prior to the Ambassador Monthly meeting

ARTICLE V

LEADERSHIP TEAM MEMBERS

Members of the Leadership Team are as follows:

1. Chairman

2. Chairman-Elect

3. Membership & Public Affairs Director
Appointment
The Chairman-Elect is appointed by the Leadership Team following thorough consideration of Ambassador performance and participation throughout the year.  Winners of the Top Ambassador of the Year recognition are not guaranteed the appointment of Chairman-Elect.

Role
The Leadership Team manages the day-to-day affairs of the Ambassadors and may perform other duties granted to it under these guidelines.  Each member of the Leadership Team shall support the Ambassadors by contributing significant time, talent and experience to the development of the Ambassadors.

Leadership Team members are expected to serve as responsible role models, setting the example for the Ambassadors in participation of Chamber events.  In the leadership role, Leadership Team members must exceed the minimum quarterly attendance requirements (See Article III).

Meeting (Regular or Special)


The Leadership Team shall hold the meeting two (2) Fridays prior to the Ambassador Monthly meeting, unless otherwise rescheduled by the Chairman or Leadership Team.

All regular Leadership Team meetings are open to non-Leadership Team Ambassadors.

The Chairman also has the right, in accordance with parliamentary law, to call a Special (called) meeting as the need may arise between regularly scheduled meetings and is for Leadership Team members only.  Notification will be made whether by phone, mail, fax or email no less than seven business days to the date of the called meeting.  No business shall be transacted except that mentioned in the call (notice) of the special meeting.

Term
Each leader shall hold their respective position until his or her successors are appointed.  Newly appointed leaders shall assume their duties at the first meeting of the next calendar year following their appointment.

Resignation Requests
Should the Chairman of the Ambassadors resign, the Chairman-Elect will serve as the Interim Chairman for the remainder of the year and also advance to the office of Chairman in the following year.

Should the Chairman-Elect of the Ambassadors resign, the Leadership Team will appoint an Interim Chairman-Elect for the remainder of the year who will also advance to the office of Chairman in the following year.
ARTICLE VI

DUTIES OF THE LEADERSHIP TEAM

Chairman
The Chairman shall be responsible for the following:

· Presiding at all Ambassador, regular and special called Leadership Team meetings for a one-year term;

· Planning and organizing, along with the Chamber Member Services Department, the Ambassador Leadership Team and monthly Ambassador meetings;

· Assisting the Longview Chamber of Commerce in any way as needed;

· Assisting the Chairman-Elect and Membership & Public Affairs Director of the Chamber in adjusting the Ambassador roster on a quarterly basis;

· Approving monthly Leadership Team meeting working note and disseminating the detailed version to the Leadership Team and the highlights version to the Ambassadors at the next Ambassador Monthly Meeting.

The Chairman will serve a one-year term.  Refer to Article VI for “Officer Resignation” request, should this apply.

Chairman-Elect
In the absence of the Chairman, the Chairman-Elect shall perform all the duties of the Chairman.  The Chairman-Elect shall be responsible for the following:

· Assisting the Chairman and Membership & Public Affairs Director of the Longview Chamber of Commerce in adjusting the Ambassador roster on a quarterly basis.

· Assists the Chairman in organizing Ambassador activities to ensure optimal outcomes for the Chamber, and promoting Ambassador spirit and participation.

Being appointed into this office is a two-year commitment.  The Chairman-Elect will serve in this office for a one-year term with the understanding that the individual will then serve a one-year term as Chairman following their term as Chairman-Elect.

Membership & Public Affairs Director
The Chamber Membership & Public Affairs Director shall be responsible for the following:

· Recording the Working Notes at all Leadership Team meetings;

· Providing the Working Notes to the Chairman no later than the Friday prior to the regularly scheduled Ambassador meeting (via mail, fax or email) for approval and dissemination by the Chair;

· Amending Ambassador Guidelines upon approval of any amended changes by the Leadership Team and the Longview Chamber of Commerce President/CEO.

· Assuring that the membership requirements as set forth in these guidelines are complied with at all times;

· Developing a membership application for all prospective Ambassadors to insure that they are qualified and able to participate as an Ambassador;

· Contacting all prospective Ambassadors and inform them of the requirements for membership into the Ambassador group;

· Provide this same information to those being inducted;

· Informing the Leadership Team of any new Ambassadors to be inducted and added to the Ambassador roster and mailing list;

· Informing new Ambassadors of Ambassador Orientation date and induction ceremony;
· Officiating of the induction ceremony for new Ambassadors; 

· Assisting the Chairman and Chairman-Elect in adjusting the Ambassador roster on a quarterly basis;

· Securing a meeting sight each month;

· Securing different Chamber Executive Committee & Board of Directors, Chamber Committee Chairmen and Chamber Staff to attend and educate the Ambassadors on their specific areas as it relates to the Chamber; and

· Securing outside organizations to make presentations on their specific purpose as a way of educating each Ambassador on what our community offers.

ARTICLE VII

AMENDMENT OF GUIDELINES

The Leadership Team may amend these Guidelines by a majority vote of those members of the Ambassador Leadership Team attending any regular or special meeting at which a quorum is present.  A quorum is one half of the Leadership Team members plus on. (See Article IV).

The Membership & Public Affairs Director of the Longview Chamber of Commerce will present amendments affecting the Guidelines for the Ambassadors to the Longview  Chamber of Commerce President/CEO for approval.
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