Responsibility Matrix

From Chapter Perspective


	Function


	Society
	Region
	Chapter

	
	
	
	

	Chapter Administration/Management
	
	
	

	· Develop Vision, Mission, Strategic Plan
	Y
	D
	D/L

	· Develop Marketing Plan 
	Y
	N
	D/L/A

	· Develop Bylaws
	Y
	N
	Y/D

	· Develop SOP/Policies/Procedures
	Y
	Y/D
	Y/D

	· Develop & execute performance measurements 
	Y
	M
	Y

	· Measure Performance to Budget, Strategic Plan, etc
	D
	D
	Y

	· Required Documentation
	Y
	Y
	Y

	· Coordinate PassPort Input
	M
	M/A
	Y

	· 
	
	
	

	
	
	
	

	Chapter Finance
	Society
	Region
	Chapter

	· Develop Budget
	Y
	Y
	Y

	· Fund Region Activities
	Y
	Y
	Y

	· Fund Society Activities
	Y
	N
	I

	· Fund Chapter Activities
	N
	A
	Y

	· Financial Reporting/measurement
	Y
	L
	Y

	· Set Dues Levels
	Y
	I
	Y

	· Set Prices for Services
	Y
	N
	Y

	· Measure Performance against Goals
	Y
	Y
	Y

	· Schedule & Conduct an annual audit
	N
	N
	Y

	· Provide PassPort Input
	M
	M/A
	Y

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Chapter Membership
	
	
	

	· Establish membership policy
	Y
	N
	D

	· Annual membership renewal
	Y
	N
	D

	· Renewing suspended members
	A
	N
	Y

	· Membership Campaigns
	A
	A
	Y

	· Measure Performance against Goals
	Y
	Y
	Y

	· Provide PassPort Input
	M
	M/A
	Y

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	KEY:
Y = Yes

N = No


D = Derivative (flows from level above)


A = Assists (may be requested from level above)


L = Local Decision

              M = Monitor


I = Indirectly
	
	
	

	
	
	
	

	Education Activities
	Y
	N
	N

	· Establish Certification policies/parameters
	Y
	N
	D

	· Create education/training materials
	Y
	L
	D

	· Schedule & Conduct training classes/seminars
	Y
	L
	Y

	· Develop/conduct special training
	Y
	L
	Y

	· Recruit instructors/students
	Y
	L
	Y

	· Instructor Qualifications
	Y
	L
	Y

	· Measure Performance against Goals
	Y
	Y
	Y

	· Develop in-house seminar possibilities
	N
	A
	Y

	· Provide PassPort Input
	M
	M/A
	Y

	
	
	
	

	Marketing Activities
	Society
	Region
	Chapter

	· Establish Marketing Policy
	Y
	N
	Y

	· Produce Marketing Materials
	Y
	N
	Y

	· Determine Marketing Direction
	Y
	L
	Y

	· Identify Potential Targets
	Y
	A
	L

	· Conduct SWOT Analysis (strengths, weakness, etc)
	Y
	N
	L

	· Communications (newsletter, website, PR)
	Y
	Y
	Y

	· Measure Performance against Goals
	Y
	Y
	Y

	· Provide PassPort Input
	M
	M/A
	Y

	· 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Program Activities
	
	
	

	· Establish Program Policy
	N
	N
	L

	· Determine What Meetings are Needed
	N
	N
	Y

	· Maintain Speaker List
	Y
	L
	Y

	· Develop Programs Theme
	N
	A
	L

	· Measure Performance against Goals
	Y
	Y
	Y

	· Provide PassPort Input
	M
	M/A
	Y

	· 
	
	
	

	KEY:
Y = Yes

N = No


D = Derivative (flows from level above)


A = Assists (may be requested from level above)


L = Local imperative

              M = Monitor


I = Indirectly
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